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sinecerly yours, 





STOP! 


That’s no way to spell sincerely. Retype the whole page — or erase several letters and make the 
correction? If Keebord Typewriter Paper is in the machine there wouldn't be any question — it 
erases neat as a pin. Saves time and money, increases office efiiciency. 

Don’t make a mistake when ordering paper. Always buy Keebord papers for letter-perfect 
crispness and appearance. Trim protective boxes keep each sheet flat and clean until needed. 


Keebord papers, for all business requirements, are available in four grades of cotton fiber bond, 
plus onion skin and manuscript cover. Keebord won’t eliminate misspelling — but it helps. 
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A WONDERFUL NEW WAY TO ~) 
CORRECT TYPING ERRORS ® 
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+) Just paint on...type over it. 
Vo SNOPAKE is a handy desk- ™“ 
mate for every typist...won't (9) 
chip, crack or peel. 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty SLID 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., bpept. 155 


2607 North 25th Ave. @ Franklin Park, III. 
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FIROM OWL: 


To Tue Eprror: 

| have read your letters from working 
mothers. wives and misses about the pros 
and cons of working, keeping a home and 
rearing a family. 

I have been working as a secretary 
since before graduation from high school 
in various businesses from banking to 
railroads, where | am now employed. | 
cant say | have not enjoyed working 
these past fifteen years, but [ feel that 
my son. now nine years of age, needs me 
much more than any of the people for 
whom | have worked. 

It has been necessary for me to work, 
but | still feel that the working mothers 
do not benefit as much from their jobs 
even if they are kept up to date on the 
latest fashions, hairdos. etc.—as the chil- 
dren benefit by their being home. 

One of these days | plan to retire and, 
even though it is a little late, finish the 
rearing of my boy and enjoy him during 
the day instead of seeing him only a few 
hours in the evening before bedtime. 

Sincerely, 
(MRS.) JOHANNA WADE 
To Tue Eprror: 

Perhaps | am old fashioned, but I be- 
lieve a mother’s place is in the home. 

After my husband and | were married, 
I worked until our little one came along. 
Although the extra money helped, we find 
that we are spending less on unimportant 
items. Also. | have plenty of time to do 
all the housework, take care of our child 
the way we believe. spend more time with 
my husband and do the extra things | 
didn’t have time for when | was working. 

Several of my friends with children 


have tried working. Several problems 
arose: the housekeeper became more im- 
portant than the mother to the children, 
a salary had to be paid to the housekeep- 
er, more taxes had to be paid and more 
money Was spent. 

After reading a letter from Mrs. Alvord 
in your March issue, | became somewhat 
angry. If a wife and mother really takes 
an interest and loves her work, her hus- 
band and children and their interests. 
she is not a boring. poorly dressed and 
dumb woman. She keeps up with the 
radio, television, 


times through news- 


papers and other reading materials. If she 
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plans her work well, she'll have time to 
dress nicely for her husband's arrival after 
a day's work and also keep her appear- 
ance somewhat decent during the day. 

There are so many ways a wife can 
make a happy home and, in my opinion, 
working is not one of them. 


How 


tired secretaries. 


about more comments from re- 
but happy wives and 
mothers. 

Sincerely, 


(MRS.) WILFRED L. BIRMAN 


To Tue Eprror: 

The “Mrs. Secretary” series has been 
greatly enjoyed by me for some time. 

I agree with Mrs. Arline R. M. Alvord 
in your March issue on her wonderful 
letter on working mothers and wives. 

Being a secretary for ten years, | have 
loved every minute of it. My daughter was 
314 years old when | started my career as 
a secretary. I didn't go to work because [| 
wanted to get away from housework, ete. 
I went back to work because it was neces- 
sary. 

By the time our bills were paid, my 
daughter Was going to s¢ hool. but I con- 
tinued to work, Before long we were able 
to buy a home in a much nicer neighbor- 
hood. Our daughter attended a_ better 
school and associated with a finer class 
of people. We are happier now than we 
have ever been. 

The seven girls (all misses) have no 
conception of marriage and what it takes 
to clothe and educate children in this era. 
It is more than likely that if any of them 
married and had children. they would 
probably be the first ones to go back to 
work, 

However. | give credit to a working 
wife and mother, as it requires real cour- 
age and stamina to get out and work eight 
hours a day and then come home and 
work another four or five hours. There is 
a saying, “if you want a thing done. and 
done well, give it to the busiest person, 
and that surely applies to a working wife 
and mother. 

Let's hear from more working mothers 
on this issue and make those single gals 
“eat their words.” 

Sincerely, 


(MRS.) LOUISE MORRIS 
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A Swedish Experiment showed that when dairy barns were 
put under the supervision of a lady keeper who 
petted the animals and gave them "kind and friendly 
consideration," production increased more than forty 
per cent. Many an office is organized on the same 
principle. (Changing Times) 





Perfume is moving out of the boudoir and into shops, 
factories and the great outdoors. About twenty spe- 
cialized aromatics firms are in business to remove 
or mask the often nose-wrinkling odors that our 
industrialized society is heir to. Exhaust from 
Cleveland Transit Company buses was making customers 
choke and shed tears until a special compound 
"Sweetened" the fuel. The devastating odor of a 
chicken feed factory had Wildwood, N.J., residents 
blowing their tops while they held their noses-- 
until an aromatics firm came up with a cure. Scour- 
ing powder, polishes, paints, fur coats, leather 
goods, fabrics, appliances and other consumer goods 
that would otherwise have no odor (or a displeasing 
one) are now selling at a hopped=-up pace because 
they exude luxurious, fresh new fragrances. It is 
estimated that the sale of industrial and commercial 
aromas now grosses about 100 million dollars per 
year. Which makes a great deal of scents! 
Magazine) 


Dollar Bills are lasting longer these days for three 
reasons, according to Banking. (1) Wide use of 
credit cards does away with the need for folding 
money, (2) as does the increased use of checking 
accounts and (3) the dollar is made out of more 
durable paper. Or perhaps we should have said 
dollar bills are not wearing out so fast these 
GaYScccce 





Drinking Your Lunch today doesn't necessarily mean 
Standing at the counter and gulping a glass of juice 
or a malted. Liquid diet compounds are popping up 
all over. Chicago's Union League Club figures it's 
been serving 100 glasses of low-calorie drinks a 
week at a cost of 65 cents each. (Executives' 
Digest) 





DESCRIPTION OF A GREAT MAN: “When I met him, I was 
looking down. When I left him, I was looking up." 
(Tid Bits--London)...THE ONLY WAY TO GET ANYWHERE is 
to start from where you are...THE MOST DESTRUCTIVE 
acid in the world is found in a sour disposition... 
SAID AN EMPLOYEE when asked what his job was: "I'm 


responsible for keeping obsolete material up to 
date." 


Vay. 1961 
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The boss 
was a beast 





before 
PENDAFLEX 


High office costs had him nervous as 


a cat. Pounced on every little delay; 
fought inefficiency tooth and nail. 
Pendaflex hanging, sliding file 
folders changed all that. Oxford 
Pendaflex folders ride on metal rails 
. operate with a machine-like efh- 
ciency that puts office costs on the 
skids. Exclusive “keyboard” selection 
makes misfiling practically impossible, 
eliminates lost correspondence. And 
fast filing is easy when you have 
finger-tip control on all file drawers. 
The boss is calm now; a real cool 
cat. Oxford Pendaflex is his pet. Why 
don’t you get all the facts—plus a 
FREE File Analysis Sheet and com- 
plete Oxford Catalog. The coupon 
is below. 
Oxford Filing Supply Co., Inc. 
Garden City, New York 


in Toronto, Luckett Distributors, Ltd. 


Oxford 


FIRST NAME 
IN FILING 





OXFORD FILING SUPPLY CO., INC 
14-5 Clinton Road, Garden City, N. Y. 


*lease send full information on 


Pendaflex ‘“‘filing machines” plus free 
File Analysis Sheet” pour - A e Oxford | 
Catalog of Filing Systems and Supplies. 
NAME | 
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Mr. Roytype says: 


Pick a pack of Park Lane 
carbon for sharpest, 
cleanest copies. 





©1961 ROYAL 


Any typing that includes copies deserves sharp, black, readable 
copies. The kind Park Lane® carbon gives you. 


The back of the Park Lane carbon is coated with a tough vinyl 
plastic. It can’t curl, won’t slip and wears much longer. Park Lane’s 
ink formula contains pure carnauba wax... meaning the ink stays 
where it belongs... doesn’t get on your hands. 


Park Lane is one of Roytype’s finest grades of carbon paper yet 
it costs mere pennies to use. 

Mr. Roytype knows all about carbon paper and he'll be glad to 
help you choose exactly the right weight and finish for your partic- 
ular job. He knows all about every other office supply need, too. 
Just ask and his full stock and full knowledge are at your command! 


® A complete line of business supplies... 
R expert help... and the fastest service too. 


aaa ti ie ota einen arenes een 
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Royal McBee Corporation Westchester Ave., Port Chester, N. Y. 

















| Please have our Roytype Representative show me PARK LANE carbon paper. 
NAME TITLE 

i COMPANY 

ADDRESS 

y CITY ZONE STATE 
Deneuenieteene exe epenennatiiem een emenememmmemen 
4 


I 
I 
I 
I 
I 
I 
i 
; 
J 





SECRETARIAL 


bookshelf 





A correction ®6n the name of the publishing 
company of the book. “Conversation Made 
Easy.” reviewed in the March issue—the Key 
Publishing Company is now the Padell Book 
Company, located at 817 Broadway, Dept. 
TS2, New York 3, N. Y. The price of the 
book is $1. 


THE SUNSET COOKBOOK. ( ookbooks. De pt. 
LB-33, Crawfordsville. Ind. $8.50 plus 50 
cents for handling. 


When vou see this hook. vou might not 
want to chance soiling in the kitchen 
the beautifully printed and illustrated 
pages. but the enticing recipes it offers 
will be too much to resist. The several 
hundred recipes designed u ith a gour 
met touch introduce new and original 
cooking experiences, new flavors and 
new approaches to classic recipes. A 
treasury of culinary artistry. 


ELECTRIC KEYBOARD MASTERY. Schiool 
Dept.. Royal Typewriter Division, Royal Me 
Bee Corp.. Dept. TS, 150 Westchester Ave.. 
Port Chester, N.Y. 32 pp. Free. 


Designed to help tvping students as well 
as secretaries quickly perfect electric 
typing techniques when transferring 
from manual to electric typewriters. 
Spec ial controls are illustrated and 
described. Easy-to-follow instructions 
teach correct electric key stroking, car- 
riage return, space bar and shift key 
techniques. 


BEDLAM IN THE BACK SEAT. Janet Gillespie. 
Thomas Y. Crowell Co.. New York, N-Y. 


$3.95. 


Discover. with this witty author. an en 
tirely different Europe from the one 
described by travel posters and return- 
ing tourists—this one through the eyes 
of a family of SIX, Traveling in a Volks- 
wagen bus. two adults and four young 
children happily struggle through in 
evitable bickering and family red tape 
as they savor unknown places and unex 
pected events. Mrs. Gillespie’s sense of 
humor is gay and absorbing—you'll 
enjoy this one. 


99 WAYS FOR TEEN-AGERS TO EARN 
MONEY THIS SUMMER. The Advancement 
and Placement Institute, Dept. TS, 173 N. 
Ninth St.. Brooklyn 11, N.Y. 50 cents. 


Cash for trash. mice for a price. bucks 
for books—want to make money this 
summer? If you can't find a summer 
job. make your own—this 24-page book 
let is packed with all kinds of practical 
and profitable ideas that have been 
tested as money makers. 
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EXPERTS: 


QO. Please insert the 

Loi ssaiias sentence: 
There 

third and fourth digits of the 


correct word in the 


hetween the 
right and the 


was ane trritation 


lett foot. feet). 


{. In this sentence, the meaning is that 
the condition existed in both feet: there- 
fore, the plural form, feet, should be used. 
The insertion of the before left simply 
adds The 
sentence could of the 
. of both the 


emphasis and = definiteness. 
have read, 
right and left feet” or 

right foot and the left foot.” 
phenating of 


Q). Pie ase ¢ vpla i the hy 
x 


more words moditving a substantive 
used as a single 1diect 
1. When two or more words are usec 


is a one-thought modifier before a noun, 
the modifier is hyphenated, as: 
a well-known author 
more-than-average speed 
However. the hyphen is usually omitted 
used modifiers that are 


in trequently 


instantly clear: for example: 

a high school student 

an income tax blank 

When a one-thought modifier follows a 
noun, the construction of the sentence 
isually changes and no hyphen is needed, 
thus: 

an author who is well known 


a speed that is more than average. 





QO. | 


formalize 


haven't been able to find the words 


and externalize in my dictionary. 


fre there such words? If so. what rule ap 


plies for the ize ending 


3 Merriam Webster's New Collegiate 
Dictionary contains formalize and exter- 
nalize. There’s been a trend recently to 
coin words by adding the suffix ize to in- 
dicate “to subject to: to bring into con- 
lormity with.” Some purists criticize this 
practice, but others feel that, unless the 
oined word duplicates a word in common 


ise, there is no objection to the coinage. 


Vay. 196] 


BUSINESS ENGLISH 


SECRETARIAL PRACTICE 
BUSINESS LAW 
| lelel 2.94 4.11, ie 


TYPEWRITING 





BUSINESS ARITHMET! 





man leaves a business to his sons. 


Q. A 


In reality only one son has control of this 


business (makes all the decisions. receives 
all the profits). Are the other sons respon 
sible or liable for the debts of this SO-t alle d 


partnership? 


A. If. in addition to having control of 
the business and receiving all profits. the 
one son also has title to the assets, then 
there is no question of partnership re- 
sponsibility. It is a sole proprietorship 
organization and responsibility, and only 
the one son is liable for the firm debts. 
But, if title to the business rests in all 
sons. though control and profit in only 
one son, then the one son is considered 
a general partner and the other sons lim- 
ited or special partners. By specific writ- 
forth tacts, 
the other sons would be limited in their 


ten agreement setting these 





liability for firm debts only to the amount 
of their share or interest left to them in 
the assets of the firm. 

Limited 
sometimes provided for by statute law in 


partnership agreements are | 


some states. 


Sg 


QO. Should the ve rbs in the 
x 


sentences be 





following 
singular or plural 
Enclosed (is, are 
and a cop) 
Enclosed (is, are) one 


a le gal do 


a copy of a report 

of a plan, 

copy eat h of a 
ument and a 


plan a report 


memorandum. 


A. Your first 


order: that is, the predicate precedes the 


sentence is in inverted 


subject. In such sentences, however, the 


verb should still agree with the subject. 
The sentence in normal order is: 
A copy of a report and a copy of a 
plan are enclosed. 

The second sentence you quote is also 
in inverted order. Rephrased, it would 
read: “One copy eat hofa plan, a report, 
a legal document and a memorandum is 
enclosed.” The subject of the sentence is 
one copy, which is singular. The words, 
a plan, a report, etc., are all objects of 
the preposition of. The verb does not 


agree with these words but with the singu- 





lar subjec me 


TRAVEL TIPS 


AIR FRANCE 
TRAVEL ADVISOR 





Is there a bicycle rental shop 
near the Louvre?...Will my 
portable hair dryer work in 
Hong Kong? 


Your questions are fascinating! 
They arrive by the thousands from 
every part of America, as well as 
from places like Thailand, Johan- 
nesburg, British Guiana, Guam. 
And I am as intrigued as you are 
by the answers...especially to an 
occasionally baffling one, such as: 
Are crocodiles a problem to skin 
divers in Lake Victoria? 

With more than 12,000 personal 
notes, letters and post cards com- 
ing in each year, you can imagine 
how voluminous our files are. But 
if we still can’t answer a particular 
question, we know where to find the 
answer—through our around-the- 
world contacts with our 525 offices 
in the 76 countries which the Air 
France network serves. 

Of course, the same questions 
pop up again and again, the most 
frequent one being: Which is the 
best tour of Europe? We’ve sifted 
hundreds, and I personally recom- 
mend our 26-day, 8-country 
“Grand Economy” Tour. From 
$420, plus Air Fare, and includes 
sightseeing by de luxe motorcoach, 
tour escort, meals, hotels and tips. 
(Air France Jet Economy Fare 
round trip from New York to Paris 
is only $525.60.) 

Perhaps the answer to your ques- 
tion is in one of our booklets offered 
in the coupon below. If not, please 
do write to me personally. 


AIR> FRANCE JET 


cc-oer er er 


| Miss Colette d’Orsay, AIR FRANCE ‘*S-3-61 
683 Fifth Avenue, New York 22, New York | 
Please send me: 
“Grand Economy” Tour (TCS-101 
“V.1.P. Shopping in Paris” 
“V.1.P. Currency Converter” 
“V.L.P. for International Travel” 


| Name 


130). 


100 





Address ae — 


— —_————a ___Lone_State 


My Travel Agent is 





When typ. ng vtracts wherein several 


graphs are om tted. hou rrr the 





mission be indicated? How can omissions 


designated at the beginning and end of a 


wgraph? 


{. An omission of several paragraphs 
isterisks typed 


na line by themselves: thus: 


may be indicated by three 


Three periods should be used to show 
in omission at the beginning of the 
paragraph. An omission at the end of 
the paragraph is indicated by four per- 
ods, one of these being the terminal 
punctuation of the extract. 

Remember also—-a quotation mark 
should be typed at the start of each para- 
vraph of the quotation, but after the last 


paragraph only. 


QO. Wohich letter stvle is prefer rred in busi 
« 
ness bloc hed. modi he d hloc k or indente d 


paragraph , 


{. According to a study of 10.000 busi- 
ness letters that was conducted a year 
ago, the most common letter stvle used 
today is the blocked letter stvle with date 
and complimentary ‘ginning 
of the 
paper. The second most common form 


closing be 
somewhere on the right-hand side 


was the letter whose paragraphs were in- 
dented five spaces. Believe it or not, the 
extreme block letter style ranked third, 
with less than a fourth of the papers 
tested using this style. 

Of course, it's perfectly acceptable to 


blo« ked or modified hlo« ked 


form in any way you wish. The only thing 


vary the 


to be sure of is that the variation is in 


good taste. 





The “l-wasn’t- born- 
yesterday” type 


> 


oS AR 












mow 


Capable, good-natured, 

nobody’s “‘yes” girl, she’s a joy 
in every office. That’s why her 
opinions are respected. 
Naturally, she commands a very 
respectable salary. 


This girl is an enthusiastic 
STENOSTIK user. When salesmen 
try to sell her “just-as-good” 
ball pens, she asks: “Is it 
feather-light and beautifully 
balanced like STENOSTIK? Does 
it start fast, flow smoothly 
without skips or clots? Does it 
have a long-tapered grip to 
comfort tired fingers? Can you 


AW FaBer STENOSTIK The Bakl Pen for Shorthand UF? 








match STENOSTIK’S quality 
for 39¢, 3 for $1?” 


She wasn’t born yesterday. 
That’s why she is loyal to 
STENOSTIK with its full-length 
cartridge ink supply in blue, 
black, red or green. Join the 
STENOSTIK Club of Superior 
Secretaries today. 


A.W.FABER’S 


STENOSTIK: 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 








i. What is the 


type al rite! 


purpose of miuit 


ry 
ribbons 


A. Multicolor ribbons. in which the 
color changes every eight feet, are used 
exclusively by “art typists.” They are 
people who love to make pictures on the 
typewriter and need many colors of rib 
bon in order to execute their pictures in 
color. 

Such ribbons are available from the 
Artistic Typing Headquarters (Mr. Julius 
Nelson). 4006 Carlisle Avenue, Baltimore 
6. Md. 


QO. Which word in parenthesis is corre 

{. In sentences beginning with There. 
followed by a verb. the real subject fol- 
lows the verb. In your sentence, the real 
subject is reasons, which is plural. There 
fore, a plural verb should follow There: 


~There seem to he several reasons. 


4 ~~ 
f \@e 4 

Se 
A 


Q, How does one qualify 


'Z 
publ 
{. You must be a citizen of the United 
States and. 


least one vear of the state in which the 


usually, a resident for at 


notary certificate is sought. 

An application and a booklet contain- 
ing material a person must learn in order 
to pass the examination may be had hy 
contacting the Department of State. Di 


Albany. New Yor 


There are no specific educational re- 


vision of Licenses 
quirements. 


Q. Is the word myself uses correctl) 
the following ‘ 

When the tests are completed. 1 am sure 
that Mr. Doe, as well as mysel). will be vei 


sentence 7 


much interested in the results. 


A. Self-ending pronouns are correctly 
used in two ways. One is to add force to 
a statement, as “John delivered the box 
himself.” This is not the type of use in 
your sentence. 

The second correct use is to reflect 
back upon or to identify the person 
named by the subject of the sentence. A 
simple illustration would be: “My boss 
is working himself to death.” 

Your sentence is a bit more compli- 
cated, as the word in question occurs in 
a subordinate clause, the subject of which 

Mr. Doe. This fact makes it evident 
that J should be chosen. Your sentence 
should read: “When the tests are com- 
pleted, | am sure that Mr. Doe, as well as 
I, would be much interested in the re- 
sults.” 


TODAY'S SECRETAR) 

















The Human Side 





been 


Vr. 
anager of her com- 


Her 


hecause of his out 


has secretary to 


Viola VW. 


, ; 
Burton, the sales n 


pany. for two vears, boss reac hed 


his present position 


s anding Tree ord as a saiesman. He knou s 


, . , 

he rod cts hac kwoard and foru ard. he 
an 

/ s a are number ot contacts in the 

> 7 

ade and he has won a reputation for 

ne alo cuh a Kinds ofl people. 

{ oO file reasons or his popularity 

me cusfome;»rs a associates is his 

ness to do tavors. Vothing is too 


rariousness has brought him 


vonstble posts in business or- 


ubs. his popularity has 


Pons and ¢ 


ola has found 


SO CANSEeE a proovote 
; ; f r j 
le IOSS CaANNO Sa\ no fo peopte., 
ends ast him fo fake on extracurric- 
ar rorvects, associates ast him for help, 
salesmen expect hin oO act as a trouble 
Rooter with difficult customers or pros- 
ects, Hle is im de mand asa speaker and 
alwavs ready to pinch-hit in an emer- 
CINE {s a result, whenever people have 
’ j ] 
a robiem or some sticky job. they come 
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wonde rs il there 
Wr. Burton 
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she can 


unfrustrated. 


is some way teach 


“no. 
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fo Say 


Solving the Problem 
break the 


executives who consider 


hard to habits of a 


Many 


» »pularity an aid to getting business find 


The 


It is 


irletime, 


it difficult to refuse any request. 
outgoing man worries that a flat “no” 
might destroy a friendly business rela- 
tionship. 

Secondly, the dependence of others 


There is 


swells an executives ego, whether 


admits it to himself or not. 


satisfaction in the knowledge that people 
rely upon him to solve their problems. 
The role of “great white father” engen- 
and smug- 


ders a teeling of superiority 
ness that ts given up reluctantly. 
\ third reason why some executives 


take on more than they can handle is the 
they have of themselves as being 
do anything. No problem is too 
In difficult the 


the more challenging and entic- 


image 
able to 


tough. fact. the more 


task is. 

it becomes. 
Many people take the axiom “To have 
They 


ng 


a friend, be one” too literally. do 


noi realize the difference between being 


anda a or dumping 


a friend doormat 


cround—for the responsibilities others 


avoid. Dependent people are encouraged 


to lean on the strong person, and each 


tO 


time the imposition is greater. 
Viola may be able to teach her boss 
to say “no but she will have to change 


his attitude first. This is no simple task. 
Mr. become 


Wiace essible. 


thetic to his friends’ pleas for help? An 


How can Burton suddenly 


or unsympa- 


unavailable 


abrupt about-face is hardly possible, but 


perhaps he can be shown that his own 





Cause 


You won't be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 
Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 
Secretaries and Teachers 
For free booklet of paper samples and 
your 


rp. 


Letter Placement Guide, write on 
firm or school letterhead to Dept 


American Writing Paper Corporation 
Holyoke, Mass. 


For faster, cleaner typing Choose EAGLE-A 


EAGLE-A 


BOXED TYPEWRITER 
PAPERS 


EAGLE-A 






PAPERS 


made by the makers of the famous 
EAGLE-A COUPON BOND, 





interests should (Continued on page 55) 


100% Cotton Fiber—Extra No. 1 Grade 








BEWARE 


of buying any dictionary 
said to be 
‘lust as good’’as a 


MERRIAM-WEBSTER 





The handy-size, easy-to-use dictionary 
in the bright-red jacket 
You're sure you're right with a 
Merriam-Webster: it is the final 
authority for courts of law, news- 
papers, colleges, and the U.S. Gov- 
ernment Printing Office. 
More useful, too, because Webster’s 
New Collegiate includes the rules for 
spelling and punctuation, essential for 
business typing but omitted by other 
“Websters.” 
Always up-to-date: Webster’s New 
Collegiate is kept that way by the only 
large, permanent staff of experts who 
specialize in dictionary making. 
Teachers at business schools and col- 
leges everywhere require or recom- 
mend Webster’s New Collegiate as 
the most authoritative, most complete, 
most up-to-date desk dictionary. 
Ask for it by name: Webster’s New 
Collegiate, the Merriam-Webster, at any 
stationery, book, or department store. 
$5 plain, $6 indexed. ©G. & C. 
Merriam Co., Springfield 2, Mass. 


INSIST ON 


MERRIAM- 
WEBSTER 








W 


ID 


BY E. LILLIAN HUTCHINSON 





Ac or ace? 


Do the following words begin with ac or acces 

l. tuary 6. ute 

2 umulate ye elerate 
a robat o. essory 
| ymmodate {). ademic 
. limate 10. ross 


Fit the Spelling to the Definition 


Each of the following pairs of definitions indicates pairs of words that are spelled 
very much alike. What are the words? 


l. a. To harass: to annoy. 
b. To institute a lawsuit. 
2. a. To comply with. 
b. To ratify. 
3. a. A tint or shade. 
b. Something worn about the neck. 
1. a. The rails on which a train runs. 
b. A small pamphlet containing religious teachings. 
3. a. The group of persons who are employed in a business or service. 
b. Pertaining to an individual: private. 


What’s the Difference Between— 


1. incomplete and uncompleted? 3. secession and cessation? 


2. year ending and vear ended? 1. sustenance and subsistence? 


Would You Say It This Way? 
The following sentences contain errors heard daily. Substitute the correct forms. 


1. This position offers an extra fine opportunity for advancement. 
2. | wish the story had ended different. 

3. It is real friendly of you to make the suggestion. 

1. We were all very disappointed with the results. 

>. I'm sure you'll find my sister to home. 

». John fell off of the stepladder. 

7. The books are for my sister and myself. 


~ 


And the best of it is that the increase is retroactive from January 1. 


Sometimes One, Sometimes Two 


Some of the most commonly used compound words are sometimes written as one 


word, sometimes as two, depending on the meaning. Choose from the forms in 
parentheses in the following sentences the ones that should be used. 


1. Can (any one, anyone) tell me the capital of Alaska? 

2. (Any way, anyway), its too late to start now. 

3. It (may be. maybe) possible to catch up with them. 

1. (Any how, anyhow), let's try. 

5. (Every day, everyday) in (every way, everyway) I’m growing stronger and 
stronger. 

6. Don't be discouraged: (any one, anyone) of the class could have made that 
(every day, everyday) mistake. 

7. (May be, maybe) (some body, somebody) will find my fountain pen. 

. We searched (in different, indifferent) locations. but it’s (no where. nowhere) 
to be found. 
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. eni 
r z The STARFIRE is a newly developed port conv: 
i able typewriter housed in impact resistant 


Cycolac, a plastic compound combining 
strength with lightness. Its separate white 
cover lends a two-tone effect. The machine 
comes in six colors. choice of pica or elite 
type. At $59.95 from Remington Portable 
Typewriters, Dept. M, 315 Park Avenue 
South. New York. N.Y 





~ 


““SORBA-SOUND” TYPEWRITER AND BUSI- 
NESS MACHINE CUSHION manufactured from 
sponge rubber features hard rubber air 








chamber pre destals at eac h « orner, Minimizes 
noise, shock and vibration—also prevents 





machines from creeping or shifting. Avail 
ible in all sizes from Evans Specialty Co., 
In °9 P.O. Box 8128, Dept Fin Richmond 
ca, ¥a. 


Ever Ready'’s new Memo Pad 
—a companion piece to the 


BRITETYPE makes type sharp and bright—especially those filled-in Ever Ready desk calendar 


“e's” and “o's.” Each Britetype stick has a wick at one end. Squeez 
ing the wick saturates the wick with a special dirt-dissolving for 
mula that wipes away collected dirt in seconds. Box of ten sticks : 
for 98 cents at most office supply stores, or write to Perry-Sherwood Here is a Memo Pad designed with 
Corp., Dept. TS, 257 Park Avenue South, New York 10, N.Y. the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 


- - aa able in four colors: Walnut, Gr 
“HANDI-STICK” labels have pressure-sensitive backs to eliminate , Grey, 


moistening, are the latest in new conveniences. The twelve most Mist Green or Desert Sand to com- 
common uses for labels are included, such as air mail, special de 


, pliment any desk top or match 
livery and fragile labels: personal property labels: address labels 


etc. From Paramount Paper Products Co., Dept. TS, in Omaha, Neb.. other desk accessories; and two 
Les Angeles, Calif., or Boston, Mass. pad sizes; 3 x 5 and 4” x 6”. 
SERIES 5 DESKS BY SCANDIX are built about Order from your local stationer to- 
a free-standing shell. Pedestals, side attach- day. Or write us. We will be happy 
ments and tops can be inserted or removed 
without complex tools, technical skill, ete. to forward your request to the 
Classic design is enhanced with walnut or progressive Ever Ready 


teak combined with steel. Selection avail- 
j able from Scandix Designs, Inc., Dept. TS, 
; 132 Park Avenue South, New York 16, NLY. 





dealer nearest you. 






by the makers of 
.. America’s foremost 
desk calendar 


first DESK-TOP ELECTRIC POSTAGE 
METER MACHINE is smaller than a standard 
typewriter. Model 5400 seals, stamps and 


EVER READY 
CALENDAR 


tacks letter mail in one operation, issues a 

eter stamp on wet or dry gummed tape fo 
cel post, bulky envelopes. Easy date 
nging by dial: optional envelope feeder 
ite to Pitney-Bowes, Inc., Dept. TS, Stam 
1, Conn. 


MANUFACTURING CO. 
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Nancy Hurwitz 


@ The State of Capezio is unasham- 
edly schizoid. A mythical kingdom de- 
voted to the cultivation of the fey and 
the whimsical, it is at the same time a 
smoothly run organization that has 
been prospering in the no-nonsense 
world of business for more than sev- 
enty years. 

Self-described as a very individual 
state of mind, it has profoundly influ- 
enced thousands in the dance and 
fashion worlds and, while preaching 
nonconformity, has unwittingly  in- 
spired some of the most slavish copy- 
ing since Godey’s Lady’s Book. It is 
dually ruled by a small orange and 
black creature with the ridiculous but 
accurate name of ‘Polka Dotta’’ and 
by an energetic, idealistic business- 
man who got his start some forty years 
ago as an errand boy. 

It all began in 1887 when Italian- 
born Salvatore Capezio opened a 
small shoe repair shop across the 
street from the Metropolitan Opera 
House in New York. Although the ar- 
tists of the Met first went to Capezio 
only for minor repairs, he soon be- 
came well-known among them as a 
fine craftsman. As so often happens 


in the theatrical world, his chance to 
prove himself came as the result of a 
sudden emergency. 

The day before a performance of 
Romeo and Juliet, a pair of boots sud- 
denly disappeared. In desperation, 
the star, Jean de Reszke, went to the 
cobbler across the street. Could he 
possibly duplicate them in just one 
day? He could and he did, so success- 
fully that from then on Salvatore 
Capezio devoted himself entirely to 
making new shoes for the singers and 
dancers of the Metropolitan. 

Indeed, he became so intrigued 
with the Dance and dancers that he 
married one, Angelina Passone. She 
gave up her own work to help her 
husband in his. Soon their shop be- 
came a gathering place for dancers, 
and endorsement by the great Pav- 
lova did much to further it. success. 
Capezio became the leading maker 
of dance and theatrical shoes and 
Salvatore, himself, was known as “‘the 
Dancer’s Cobbler.’’ 

By the time he died in 1940, Cape- 
zio had witnessed many changes. The 
company had grown in size and in- 
fluence and his errand boy was now 
vice-president. But he could not have 
foreseen that Capezios were to step 
off stage and that soon his very name 
would be synonymous with the finest 
dance-theater-fashion shoes and ac- 
cessories. 

And he never, no never, could have 
anticipated Polka Dotta. No one could. 












> The tale of the errand boy who ends 
ip as president of the company is one 
less and less told in this land of the er- 
ganization man and the vocational guid- 
ance test. Thus, meeting one of this van- 
ishing breed is a double delight. In 
addition to exuding fantastic evidences 
of energy, these men have about them a 
somewhat philosophical awareness of the 
vorld and its possibilities, springing, no 
doubt. from the knowledge of what it is 
ike on both extremes of a fairly com- 
plex totem pole. 

This is one aspect of the story of Ben 
Sommers. In his large. oblong office there 
are three walls literally swarming with 
iutographed pictures of the great and 
famous in the three worlds which are his 
particular ken—Agnes De Mille. George 
Balanchine, Maria Tallchief, Claire 
McCardell, Ann Fogarty, Dorothy Shaver. 
{mong them hangs a photograph of Salva- 
tore Capezio and Company, circa 1920— 
one of the group, the new errand boy, Ben 
Sommers, aged fourteen. 

“Upper right-hand corner,” he points 
out with obvious relish to those who ac- 
cept the challenge to identify him and in- 
variably lose 

“I wasn't really interested in Dance 
in those days,” he admits without any 
prodding. “Then it was the actual shoe- 
ing and, of course, the business end that 
had the most appeal for me.” 

Who's Who sums up—and simplifies— 
the next twenty years in the best Horatio 


Alger tradition: 

“With S. Capezio 1920, successively 
errand boy, shipping clk., prodn. mgr., 
sales mgr., v.p.. pres. S. Capezio, Inc., 
19140.” 

Ben Sommers himself is happily more 
voluble. He is both impossible to inter- 
view (at least in the usual manner) and 
a veritable Niagara of information. His 
energies and enthusiasms are such that 
he is a marathon talker, skipping from 
one subject to the next with the ease and 
grace of an acrobat switching trapezes in 
mid-air. For the interviewer, there is little 
time to ask questions. 

At the instant, however, that you be- 
sin to wonder, it becomes evident that he 
is actually answering all the questions 
you had in mind. There’s no need for you 
to go through the somewhat artificial and 
stilted business of asking them. 

“Actually,” he continues, “I became 


more interested in Dance itself as the 















MEET THE BOSS: Ben Sommers 


vears went by. but it wasn’t until George 
Balanchine came over to this country 
that I became really involved in it per- 
sonally. I was and still am tremendously 
impressed with the things he is doing for 
Dance in America. 

“IT think it’s gaining more and mor 
respect as an art form here. New dance 
groups are springing up everywhere—and 
flourishing. 

“T also think that in years to come 
something like West Side Story is going 
to be remembered as a near perfect blend- 
ing of music, theatre and dance.” 

Capezio. of course, did the dance and 
character shoes for West Side Story, as it 
has for so many other well-known pro 
ductions. Camelot, Sound of Music. Fio 
rello, Gypsy, Ringling Brothers and 
Barnum and Bailey, the American Ballet 
Theatre. New York City Ballet and the 
Ballet Russe De Monte Carlo these are 


(Continued on page 50) 
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MEET THE SECRETARY: Jo DiFranco 


> Capezio State 


stories high and looking for all the world 


Headquarters, four 


like a veritable embassy. even to the flag 
(Polka Dotta upon a field of flowers), 
stands on West 61st Street in New York 
City. One block away is Central Park, two 
blocks away the Coliseum, next door, 
world-famous Brooks Theatre Costumers 
and, around the corner, work has already 
begun on Lincoln Center for the Perform- 
ing Arts... 

Jo DiFranco, fresh from a stint with a 
definitely nonwhimsical company of pipe- 
line manufacturers (how much further 
down-to-earth can you get?), walked into 
the downstairs showroom three months 
ago. took one look around and mentally 
blessed the employment agency that had 
thus dispatched her. 

Capezio was equally pleased with Jo. 
She was soon installed on the second floor 
as secretary to Ben Sommers and _ his 
nephew, Arnold Sommers, the company 
sales manager. Her next step: attendance 
it the special week-long ( apezio Retail 
lraining Course—it gives recommended 
salesmen from all over the country a con- 
centrated look at what makes Cape- 
Z10 Zo. 

Included are tours of the factory 
and the Capezio Dance and Thea- 
tre shop on Broadway. visits to 
Brooks nearby and. naturally. a 
thorough inspection of Capezio 
State Headquarters. First stop on 


the “grand tour —the room that 
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serves as a sort of memorial to the late 
designer Claire McCardell, who was one 
of the original champions of Capezio 
fashion shoes. Here the top brass meet 
with designers and fashion editors who 
want something special made up for a 
show or magazine spread. 

Jo found another interesting spot right 
in her own office. To the right of her desk 
is an impressive wall display of the win- 
ners of the Capezio Dance Award, given 
annually since 195] to outstanding con- 
tributors to the world of Dance. Among 
the winners have been Martha Graham, 
Sol Hurok and Ruth St. Denis. 

On the third floor, in addition to the 
design center, is a large practice room, 
complete with bar and mirror. To this 
retreat a small group of fashion editors 
repair after work for a session of exercise 


and simple dance. a practice that they 


| 


find both invigorating and slimming. 

Although Jo, slim, tall and dark haired. 
has not been in on any of these sessions 
and disclaims knowledge of the dance. 
she has a dancer's carriage, smooth and 
sure. This can perhaps be attributed to 
sports—bowling. swimming and water- 
skiing—the pursuit of which occupies 
part of her busy off-job time. (“Be sure to 
specify water-skiing.” she laughs. “I tried 
the other kind once and broke an ankle.”) 

One of Jo’s first on-the-job tasks was 
to learn more about Polka Dotta, whose 
presence is felt everywhere. 

In the downstairs showroom, where 
many models and dancers come to buy 
their own Capezios, there are several 
statues of the state hero stationed about. 
Hanging on the wall, patiently enduring 
use as a kind of shoe rack. is a one- 
dimensional Polka Dotta. Also in evi 
dence about the building are autographed 
pictures of Polka Dotta, described vari- 
ously as Postmaster General and Spirit of 
Capezio, charms cast in his orange and 
black image and other equally intriguing 
items. Many can be obtained by Capezio 
customers via a stamp-redeeming plan, 
described by P. D. as “get some stamps 


and get sent.” (Continued on page 51) 
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@ Angela Hartt is attractive. intelligent-—and just start- 
ing out on a new job. She inherits three four-drawet 
files from Mr. Rodney Daniels’ former secretary. and the 
first thing Angela knows. she has the job of reorganiz- 
ing all twelve drawers. Drawer “XYZ.” the one most 
convenient to the office hot water supply. is stocked with 
“instant evervthing —-coffee. cream. tea and all the rest. 
But when Mr. Daniels calls for contracts. memorandums 
and correspondence. the other eleven drawers don't con- 
tain “instant anything.” Angela suspects that drawer 
“XYZ and the other eleven have a common affinity to 
hot water either the kind that dissolves coffee crystals 
or the kind that she might get into. But Angela has a 
fifteen-day plan to reorganize her files without neglect- 
ing her other secretarial responsibilities. 

Whether your own correspondence system needs tidy- 
ing up or complete revamping. a plan like Angela’s will 


put direction into your “spring filecleaning.” 


Fifteen-Day Plan for Busy Secretaries 


What hard-pressed secretary can take a couple of days 
“off” to reorganize her files? And how many firms can 
afford to have their files out of commission for any 
length of time? For those who cannot. here is a plan to 
redo twelve file drawers in fifteen days without seriously 


interrupting the normal course of business in your ollice. 


If you have more or less than twelve file drawers to 
reorganize. you can follow this plan in more or less time 

and the days do not have to be consecutive. The plan 
differs from the traditional “all-at-once” file reorganiza- 


tion. but the objectives and the results are the same: 


instant filing and finding. 


First Day—Filing Footwork. Today you get ready 
for tile organization by checking a dozen or so points 
about your filing equipment and supplies. Is everything 
in working order? Do the file drawers slide freely in 
and out? Do the followers or compresso! blocks in the 
hack of the file drawers move easily forward and back? 
If not. maybe it’s time to encourage your employer to 
purchase new files. Are your cabinets on a footing that 
will not let them “creep” as the drawers are continually 
opened and closed? No? Then perhaps a rubber pad 
beneath the cabinets will solve your problem. Do you 
have and use a time stamp to register incoming corre- 
spondence ? Without one. it may be difficult to prove 
the time of, receipt of important documents. As a mat- 


ter of fact. anything that will appreciably save you time 


“INSTANT | FEVERY THING“ 















Organizing an Alphabetic 
Correspondence System 


Jeffrey R. Stewart, Jr. 





Coauthor, PROGRESSIVE FILING Seventh Edition 


is worth purchasing. (An executive often needs a little 
reminder of this even though he knows it’s true.) The 
cost of searching for a lost record can sometimes be 
more than you would pay for a brand-new file cabinet! 

Now to filing supplies. For a typical correspondence 
system. your list should include folders, guides. labels. 
cross-reference sheets. out guides and requisition forms 
For best results. use folders of 8 to 14 point Manila o1 
kraft stock. Heavy-duty folders can be used for bulky 
papers or frequent handling and there are strong file 
pockets available for extra-long manuscripts, brochures 
and catalogues. Good folders have provision for expan 
sion. such as scores on the front flap or cloth hinges at 
the bottom. 

File guides must be strong enough to support filed 
material but flexible enough to resist breaking or crack- 
ing. A 25-point weight pressboard cuide is considered 
standard. Use heavier or lighter weights for very active 


or very inactive files. You can purchase rolls or strips 


A-B I-J Q-R 
C-D K-L S-T 
E-F M-N U-W 


G-H O-P XYZ 


Second Day—‘Filecleaning” Drawer A-B. Today 
we shall get drawer A-B in shape for instant finding by 
using this six-step plan: 

1. Open drawer A-B and. beginning from the front. 
remove individually labeled folders for firms or per- 
sons your company no longer corresponds with. Tempo- 
rarily place these—we shall call them individual folders 

behind the last item in the drawer. 

2. If there are fewer than 25 guides in the drawer o1 
if they are worn and tattered. pull out the rod at the 
base of the drawer (the guide rod). remove the old 
guides and intersperse new guides among the existing 
folders. Position these guides just before the folders to 
which they refer. Reinsert the rod to anchor the new 
guides and temporarily store the old guides in the back 
of the drawer. 

». Label one new folder to correspond to each guide. 
for example. the “Ao” guide should have an “Ao” 


folder. These are called miscellaneous folders because 


A-C I-K Q-S 
D-F L-M T-V 
G-H N-P W-Z 


A-H IP = Q-2 


INACTIVE INACTIVE INACTIVE 


HOW TWELVE FILE DRAWERS MIGHT BE LABELED BEFORE AND AFTER REORGANIZATION 


of labels for fast typing and self-adhesive labels that do 
not require moistening 

\ file equipment catalogue will help you in selectins 
il equipment and supplies. For active files, the best 
quality products will give you the most long-run econ 
omy. If you have a filing manual or text at your finge1 
tips. your many questions about filing systems and 
indexing rules can be quickly answered. 

To get set for tomorrow. let’s review the equipment 
and supplies you need to reorganize twelve file drawers: 

® Three four-drawer file cabinets in good condition 

®@ About 250 alphabetic couides. aptioned from A to Z 

@ Enough special guides to handle frequently referred 
to correspondence: name guides for important custom- 
ers: subject guides for topics such as articles, travel. 
speeches, insurance and taxes 

@ At least 12 out guides or out folders to act as book- 
marks for borrowed records 

@® About 750 file folders with 1/3-cut. cente1 position 
tabs for individual names 

® About 250 file folders with 1/5-cut left-of-centet 
position tabs for “miscellaneous” correspondence 


® Labels for the folders. guides and file drawers 
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they house records for which there is no indi 
folder. Next. work through the drawer and remov« 
rent correspondence from the old miscellaneous fold 
and place it in the new folders. Then position one o 
these new miscellaneous folders just after each group « 
individual folders in the drawer. Remove the old m 
laneous folders (containing inactive records) and t mpo 
rarily store them in the back of the drawe1 

At this point, your file drawer should look somethine 
like this: In the front is an “A” guide held in place by 
the guide rod. Behind this guide are arranged in alpl 
betic order the individual folders for the “Aarons.” 


“Abbotts” and “Adams.” 


ianeous folder for the group. captioned “A.” the sam 


Behind them is the miscel 


as the preceding cuide. Next is the “Ae” euide. fol 
lowed by folders for the “Aftons.” “Agees” and ““Ahalts.” 
The “Ae” miscellaneous folder is next. and the sam 


pattern is repeated through the “Bu” miscellaneous 
folder. 

|. Remove from the drawer individual folders that 
contain less than five pieces of correspondence. Unless 
you expect these folders to be more actively used in the 


near future. remove the corre- Continued on page 46 
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GOOD LOOKS 


em At a dinner recently. we were conversing with a 
vroup of businessmen. One office supervisor described 
for us a part-time high school student currently working 
in his office. With concern. he said. “You know. she's 
been with us for eight months so far and she. still 
strikes over her typing errors. And, as if that werent 
bad enough. she has another fault-—she consistently uses 
poor judgment in letter style and placement. Just this 
h 


on the page. If this continues, | guess [ll be forced to 


ifternoon. all the letters | signed were placed Loo hig 
replace her.” 

Fire her. you say. But an olflice supervisor wouldn't 
take such strong action just because of poorly arranged 
letters. would he ? 

To the contrary. he would. Whether or not it’s plausi- 
ble to you. this is the feeling of all businessmen. To 
represent the quality of merchandise and service it offers 
the customer, a letter must look good. 

Because so much business is transmitted by letters. 
a businessman regards a letter as an outside salesman. 
Therefore. the appearance of a letter is of as high im- 
portance as is the appearance of the successful salesman. 
Makes sense. doesn’t it? 

For potential secretaries and those already on the job, 
this piece of advice is worth tucking away for future 
use. Correct placement is the first step on the way to a 
successful and appealing letter. 

Look at the four business letters shown here. They 
are typical of those that leave business offices daily. 
Study each carefully. then select the one you think is 
most pleasing to the eye. 

But. you say. they re all pleasing to the eye-—and 
certainly nothine seems to be wrone with their place- 
ment. Youre right--any one of the four would be 
acceptable in the business world. The date appears two 
or three line spaces below the letterhead in each-—even 
the letter with the extremely deep letterhead. The typist 
must have followed the rule: to type a date. drop down 
twelve. fourteen or fifteen line spaces from the top of the 


paper, except with deep letterheads. In that case, space 


down two or three spaces from the last line of the 
letterhead. 

Let's take a close look. Letter 1 is ty ped in’ block 
letter style—-pleasing because it fits in with the design 
of the letterhead. With this stvle there's a choice—the 
date could have been typed at the center of the page o1 
pivoted from the margin. For conformity to and unity 
in design. the date was pivoted from the right margin 
to appear right under the name of the state inthe 
letterhead. 

Look at the date line in the second letter. Positioned 
correctly 7 Yes. but picture how much better it would 
look with the date centered under the city and state to 
carry out the symmetry in the letterhead design 

Oh no. you say. With the modified blocked style or 
the blocked stvle. the date can be positioned in only 
one of two places—-at the vertical center of the paper 
or pivoted from the right margin. 

This is no longer true. The typist has the freedom to 
place the date anywhere that looks most appealing in 
relation to the letterhead as long as it is somewhere on 
the right-hand side of the vertical sheet of paper. 

Letter 3 is beautifully balanced on the page——the side 
margins are narrower than those at the top and bottom, 
and right and left margins match. The extreme blocked 
style was used throughout every part of this letter, start- 
ing even with the left-hand margin. 

But there's something lacking in this style of blocking 

warmth. a very important quality in presenting the 
letters message. kven though the extreme blocked style 
is easy and fast to type. it ranks third in use. Business- 
men agree in their preference for the blocked or modi- 
fied letier form. 

Picking up pointers? Here’s another to think about. 
This third letter is neither a form letter nor an every- 
day business letter ordering or acknowledging merchan- 
dise. It's a friendly letter requesting business. trying to 
convince the potential customer of the firm’s careful and 
complete service and the sincere interest shown when 


filling each order. The message is (Continued on page 48) 
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USING YOUR HEAD 


@ Recently, | sat in on a management-training session at a large corporation. The participants were discuss- 
ing this problem: “Imagine that you are a new manager, your predecessor has already been transferred 
out of town and the secretary assigned to you is ill. On your first day, you face an in basket full of work. 

How would you proceed?” (Each man had already received work sheets giving the gist of the papers 
in the basket. ) 
The most interesting aspect of the session was the disagreement about how much of this work 
the “inherited” secretary could or should handle. Several men said they would delegate the work 
to other department heads who were familiar with these projects or ask them to report on them. 
\ spokesman for another school of thought said that the correspondence could wait until 
the secretary returned, “because she is familiar with it and could suggest how to handle it.” 
\t this point, an indignant manager exclaimed, “If a girl knows that much about your busi- 
ness, you re in trouble!” 
The incident highlighted two extremes in management's viewpoint on secretarial re- 
sponsibility and initiative. Some men expect their secretaries to go ahead and do 
whatever is necessary; others prefer to lead in an authoritarian manner. 
Obviously, for you as a secretary, the first consideration in using your initiative 
is to ascertain whether or not your boss approves. If he is extremely busy or i 
travels a great deal, he needs to feel confident that you will use your judgment 
and take care of things on your own. Chances are good, however, that even a 
boss who is not used to delegating authority or who has never had a real 
secretary worthy of the name could easily become accustomed to “letting 
Georgia do it.” 
If you need further encouragement, or if you're looking for more 
ways to use initiative, take heart. The odds are in your favor. Surveys 
indicate that bosses look for assistants who are self-starters. When 
Lake Shore Chapter of The National Secretaries Association (In- 
ternational) polled bosses on their likes and dislikes, the ma- 
jority mentioned that they preferred their secretaries to “do 
things without being told.” 
Interviews with bosses, secretaries and other successful 
businesswomen reveal that initiative is highly prized by 
all three groups. Busy men appreciate the secretary who 
shows forethought and who takes care of details they 
might overlook. Secretaries who are permitted to use 
their heads are more enthusiastic (and usually 
better compensated) than those who serve as or- 
der takers. Top-level career women are the big- 
gest boosters — as well as shining examples 


of initiative as a steppingstone to success. 


BY MARILYN FRENCH 








TO GET AHEAD 


The ability to initiate action is expected of a topnotch 
secretary. This fact was demonstrated at a recent con- 
test to select a local “Secretary of the Year.” Each of the 
three judges (executives and educators) asked the final- 
ists one question to be answered extemporaneously. All 
the problems hinged on secretarial initiative. The first 
question concerned gathering material and preparing a 
speech for the boss on an unfamiliar subject, The second 
posed this touchy situation: The secretary to the presi- 
dent discovered that her boss’ only son, who would in- 
herit and run the business, was embezzling money. Fur- 
thermore, if anyone else discovered this later on, he 
would know that the secretary was aware of the embezzle- 
ment. The third query involved the assignment of reduc- 
ing a firm’s stenographic and secretarial expense by ten 
per cent. 

Whether you are an executive secretary or a beginner, 
there are as many ways to use initiative as there are office 
tasks and situations. “Taking the initiative” means intro- 
ducing a new measure or course of action, The place to 
start is right where you are. 

A successful Chicagoan had a good suggestion for de- 
veloping this aptitude. She said, “Don’t confine yourself 
to any strict description of job duties, Work in an ‘un- 
structured’ position; do what needs to be done. That’s 
where the money and the opportunity are. Don’t be the 
kind of secretary who has to be led around by the hand 
every minute. In short, do just a little more than you are 
being paid to do.” 

The secretary-treasurer of a life insurance company 
advised, “Anticipate the things your employer needs. 
Take pressure off your boss. Be responsible for follow- 
through.” 

To illustrate this point, she told how a simple deed 
performed when she was a secretary had enhanced her 
boss’ reputation. “I set up a tickler system to follow 
through on major projects. The boss gained quite a rep- 
utation by knowing the deadlines and details of various 
jobs. Whenever anyone asked me how he could remember 
all those things, I’d reply, ‘He has that kind of mind.’” 

Initiative in another seemingly small matter helped a 
secretary save money for her grateful boss. Conscien- 
tiously, she checked his bank statement every month, He 
didn’t know she “bothered with that” until the bank 


charged a $1,000 check against his account, and she had 
no record of it. On studying the canceled check, she saw 
that it was signed by a man whose name was almost iden- 
tical to her boss’. She called the bank to have the error 
corrected immediately. 

One employer is fond of bragging about the initiative 
his secretary showed when he presented the company’s 
first service pin to a long-time employee. This was a new 
personnel-relations venture with no precedent. “Jane had 
the forethought to invite the man’s wife to my office for 
the ceremony so that she could share his pleasure in the 
award. She had ordered a corsage for the woman, and 
she arranged for the company photographer to be on 
hand. The picture and caption appeared in our com- 
pany publication. After it was printed, she sent the 
original photo to the couple. 

“Her initiative and thoughtfulness made the presenta- 
tion an event that the employee and his wife will long 
remember — and so will 1.” 

Another secretary suggested a contest for her firm to 
sponsor. The idea was well received, and she was asked 
to arrange for the presentation of prizes. She called a 
local executives’ association; they agreed to include the 
awards as a special feature of their next dinner meeting. 
On the big night, her boss was being photographed with 
each winner while another man, who had helped to run 
the contest, stood idly by. The secretary suggested to her 
boss that he might like to get the other man into a few 
pictures. Gratefully, he agreed—the flash bulbs had 
begun to bother his eyes. The other executive willingly 
stepped into the limelight, and both men were happy. 

Handling things efficiently while the boss is away is 
also gratifying to businessmen. For instance, one smart 
girl forwarded an important telegram to her boss when 
he was out of town. He was delighted to receive the wire 
because it was from a prospect only fifty miles away from 
him. He drove over and got the new account. 

“When I was a new secretary,” a woman executive 
revealed, “my boss said, ‘You'll get along all right. When 
I travel, | know you will do something about everything 
that comes up. You may do the wrong thing, but at least 
you'll do something. And when I come back, I'll go over 
these things with you. If you have made a mistake, I'll 
explain what you should do next time.’” 


(Continued on page 49) 








bought says David Copperfield. “an approved 
| scheme of the noble art and mystery of stenography 

and plunged into a sea of perplexity that brought 
me. in a few weeks. to the confines of distraction.” 
Dickens. speaking autobiographically through his famous 
character, was struck by “the unaccountable conse- 
juences that resulted from marks like flies’ legs; the 
tremendous effects of a curve in a wrong place. 
Having persevered to the point where he could try his 
=kill in Commons. he says, “Shall | ever forget how the 
crack speaker walked off from me before | began, and 
left my imbecile pencil staggering about the paper as if 
t were ina fit!” 

Leaving the author soothed in the balm of a hundred 
years. we walk forward into an American courtroom. 
The time is 1956. and though far from the London 
Parliament. through all those misty decades we hear 
Dickensian sighs echoed by everyone who ever struggled 
into the skill of verbatim reporting. 

We settle ourselves at the back of the vaulted room 
and strain to see the fabled speed of the court reporter. 
She sits close beneath the judge’s august bench. and in 
her quietude we discern only the slight movement of a 
hand—it’s as if she holds even her breathing in abey- 
ance to gather every syllable that falls from the wit- 
ness mouth. 

The record she’s making will go into history as a 
stunning example that modern science with all its won- 
ders cannot prevent the loss of life. The petite, dark- 
haired reporter is Florence Lechleider, and she’s attached 
to the United States District Court for the Southern 
District of New York. She’s taking verbatim testimony 
in hearings on the Stockholm-Andrea Doria collision. 

Miss Lechleider, who’s covered such cases as United 
States v Remington, United States v Costello, the Apa- 
lachin Trial and many other headliners, recalls the 
tragic nature of the Doria suits (fifty lives were lost) 
and the broken spirit of the Italian liner’s captain, Piero 
Calamai, to whom the loss of his ship was the end of a 
dream. In the course of reporting trials, says Miss 
Lechleider, “you see how drastically people are affected 
by suits atlaw...” 

If at this point you're sticking your thumb in your 

penders, saying, “Just look at what we stenographers 
can do—she is, after all, just a bit more skilled, writes 
just a little faster than I do,” get back to your desk and 
type your neelected letters. Florence Lechleider and 
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chief reporter Simon Lubow. both of the Federal court. 
Irving Kosky. Nathaniel Weiss and Marvin Birnbaum of 
the nearby New York State Supreme Court and all the 
shorthand reporters who can record at speeds of almost 
three hundred words a minute are not to be compared 
with the stenographer who, for a few minutes a morn- 
ing. takes dictation at eighty. 

Not a slur intended on what you know we consider a 
fine profession. It’s just that—well, let Charles Swem 
say it in his intriguing book. The Technique of Short- 
hand Reporting: “So many thousands learn shorthand 
as a mechanical tool; so few understand and appreciate 
it as a skilled art.” Shorthand, he continues, follows the 
language we speak in all its moods; and to the same ex- 
tent that language lacks scientific precision and needs 


individual interpretation to be fully expressed, short 
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BY ANNE FOLEY 


hand is an art. not a science. 


Miss Lechleider and her peers are artists in short- 
hand; by this we mean they've combined great technical 
skill with extreme powers of concentration and mental 
agility. Says Martin Dupraw, world’s champion short- 
hand writer: shorthand is written with the head, rather 
than with the hand. And Charles Swem tells us we must 
“think” shorthand to understand its capacities, master- 
ing it so completely “that speed and accuracy are the 
inevitable results.” 


HERE it might be well to define our terms, and this in- 
volves an understanding of freelance and official court 
reporting. The freelance or general reporter works out 
of his own ollice. He works either as a member of one 


of many freelance firms throughout the country or is on 
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call from one of these firms. As a freelancer, he must 
be willing to work at any hour and must be prepared 
for. as Miss Lechleider puts it, either “a feast or a 
famine.” as far as jobs go. Nor can he hope for health 
insurance or pension benefits. Compensation is in the 
form of salaries plus fees from attorneys who orde1 
transcripts of the proceedings. Shorthand reporting. 
freelancing in particular, is a very lucrative field for 
the established reporter—if he’s good. 

Qualifying for the courts, on the other hand, means 
taking a Civil Service exam or meeting the requirements 
of the appointing officer. The official court reporter (the 
words “court reporter” alone now apply to all kinds of 
high-speed, verbatim reporters) is salaried. As an officer 
of the court, he works a full court day but receives 
liberal vacation time and all the benefits one would 
receive in industry. His office is in the courthouse and 
he’s on call to report trial proceedings as they occur. 
And on his own time, in districts where it’s allowed, he’s 
free to take outside work if he has no transcripts to 
get out. 


NATHANIEL WeElIss is one of 43 official reporters attached 
to the First Judicial District, New York State Supreme 
Court. He can take testimony at 280 wpm and—you 
may have guessed—he’s the National Shorthand Cham- 
pion. A stenotypist, he twice equalled the record set in 
1927 by Martin Dupraw. a Gregg writer. 

Here we'll have to inject a note of interest. Many of 
the new reporters take machine shorthand (a series of 
ordinary alphabet letters are typed in a sort of code). 
Some of the older shorthand writers are switching over. 
Why the up-and-comingness of the machine version ? 

It has three distinct advantages: there’s less physical 
strain on the operator than on the hand writer; the re- 
porter can watch the spe aker: finally, it's easier for 
someone else to transcribe machine notes. 

But. on the side of written shorthand, Alfred M. Law. 
official reporter for the U. S. Air Force, points to a plus 
that can’t be gainsaid: the shorthand is with the reporter 
at all times. At the drop of a hat, under the most un- 
expected or adverse circumstances, the Gregg or Pitman 
writer, Charles Dickens with his Gurney, all those skilled 
in the forty-odd manual systems used by members of the 
National Shorthand Reporters Association are ready to 
work, It goes without saying, a scrap of paper and a 


pencil are easier to carry than a (Continued on page 42 
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The National Shorthand Reporters Association ( NSRA ) 
60 Centre Street 
New York 7, New York 


will send upon request: 

Information on how to obtain the certificate of 
Certified Shorthand Reporter. 

A list of approved schools giving courses in 
shorthand reporting. 

The Vocational Guidance Brochure (to be pub- 
lished Spring, 1961); write NSRA for price infor- 
mation. 
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@ We've just finished listening to 213 women. We 
know almost as much about them as the tax department, 
nearly as much as their closest friends and sometimes 
more than their husbands or children will ever suspect. 
Of course. we don’t know their names or their addresses. 
We don't even know what they look like outwardly, 
that is. 

Yet the information they gave 
us was eloquent of the inward cli- 
mate of their minds and_ hearts. 
lhe events they recounted, the in- 
timate thoughts and emotions 
which they expressed about their 
marriages. their children. their 
work and primarily themselves 
form a unique record. 

It all started last year with an idea. Government 
statistics are valuable of course and public. They 
do indicate trends in an increasingly female-oriented 
labor market. but few of us can really identify warmly 
with a statistic. We also felt that statistics didn’t even 
begin to explore the emotional and psychological back- 
eround of working wives and mothers and that a truer 
and more sympathetic picture could emerge from per- 
sonal interviews. Outside of a case worker's files or a 
minister's notebook. neither of which would be open to 
us. such information did not exist. Furthermore. we 
were sure that most working-wife problems were far sub- 
ordinate to satisfactions. Actually. no one knew what 
the score was: no one had really bothered to find out. 

So, because we believed very strongly that working 
wives and mothers needed and deserved an opportunity 
to speak out in behalf of themselves. we worked out a 
questionnaire and set about our study. In this. we re- 
ceived the closest co-operation from our readers panel 
and from the National Association of Legal Secretaries. 
Our results. though limited in number. are. we believe, 
hoth sound and accurate—at least as far as a printed, 
nonpersonal, anonymous interview can make them. We 
think the conclusions will interest all. surprise some .. . 
ind shock not a few. 

\s we said, we received 213 responses, for which we 
offer our grateful thanks. Most particularly they go to 
those women who not only checked the right boxes and 
answered outline questions but also went on to comment, 
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by Jeanne Martinson 


argue, confess. recall and explain so many close and 
vivid personal experiences. 

What our study may have lacked in quantity. it more 
than made up in quality. For example. we consider it 
an amazing cross section of opinion with regard to en- 
vironment. Returns came in from 41 states, plus Wash- 
ington. D. C.. Canada and Puerto Rico. Yet geography 
did not have much effect on the lives of these women. 
Oh—-perhaps some superficial differences in salary were 
apparent. some additional complaints from Southerners 
and Midwesterners about neighborhood criticism of their 
working. perhaps more frequent family squabbles on the 
responsibilities for yardwork and gardening from those 
states where backyards and front lawns are bigger. But 
on the whole there was greater similarity than diver- 
gence. Automobiles, supermarkets and mass media tend 
to make us all more or less alike, and state by state. 
working wives and mothers resembled each other more 
than they differed. 

However. as far as total family income is concerned, 
the facts tally most closely with what can be expected 

when two adults work. The aver- 

age total was in the $10 to $11 

thousand level . . . with close run- 
in the range from $7 to 
$10 thousand. When one considers 
median income for the 
United States as a whole for 1959 
was $5.117. we can see that work- 
ing wives are certainly making a 
significant financial contribution 
to the family exchequer. In our study, where median 
income is somewhere between $8.500 and $9,500. per 
year, we re still way ahead of the national average. 

With this in mind, it’s not surprising to learn that 
fully 90 per cent of our families own cars. that 76 per 
cent own their own homes. and that 65 per cent own 
both home and car (with at least 5 per cent having two 
cars per family). Again. we must remember that this 
is a small sample. but we think it’s safe to say that here. 
too. working wives families are doing better than the 
national average. 

Our study then got down to more personal questions. 
We found that the majority of our responses came from 
women who are at present in the 25- to 31-year-old age 
bracket. with just slightly fewer answers from those 35 
to 59 years old. This reflects very closely the national 
picture of the age of working wives and also the classic 
fact that most women return to work when children are 
of school age. that is in the 35- to 19-year-old period. 

Without question. the most popular age for getting 
married seems to be again a confirmation of the national 
figure ores 24 years old. fairly closely followed hy 
the 17-to-19-year levels and the 25-to-29 age group. In 
our survey. we had one respondent who married at 16, 
another who did so at 19. Logically following. of course. 
was the age at which most of our study group had their 
first child . . . again 20 to 24. This was very far ahead 
of other figures and could easily stand alone as most 


representatiy eS of the froup. (Continued on page 43) 
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LEFT: Far-out medley . . . an abstract print in 
Zefran and cotton. The bodice short sleeved, the 
skirt full and gathered. The collar: three tiers 
of face-flattering white. Sizes 10-20 in black, 
brown, green. By Kay Windsor. About $15. 


TOP RIGHT: High note... . the packable, crush- 
able trovel hat in ribbon braid. The secret 
weapon of all travelers who want to arrive 
looking as well groomed as when they left. 


BOTTOM RIGHT: Jam session, beachcomber 
style ... this year’s overblouse, shorter, squarer, 
collarless, resting just atop the hips. A draw- 
string hugs it to the matching tapered slacks. 
Ardee of California chooses easy-care Zefran 





and cotton with a wood-block print in tangerine 
or acid green with white. Sizes 5-15, 6-16. 
Slacks about $7, blouse about $6. 


FAR RIGHT: Swinging, singing . . . a shirtable, 
wildly printed. We see this with casual attire 
and with a white skirt, office bound on a hot 
summer day. Touch-and-go fabric in assorted 
colors. Sizes 30-38. $2.98. By Ship ‘n Shore. 





PAGE 23: Cool, man, cool... a sundress that 
might, properly accessorized, appear on the 
dance floor at night. Ballerina top, smoothly 
pleated skirt. By Barmon Brothers in Lowen- 
stein’'s blend of Zefran and cotton. Cream/ 
yellow/orange, pink/lilac/purple. Sizes 10-18. 
About $11. Photographed in Old San Juan, 


Puerto Rico. 





ON THE COVER: Long and low . . . the bateau- 
necked shirt in cotton knit. Striped in a host 
ef color combinations—simply pick your favor- 
ite. Sizes 30-38. $2.98. By Ship ‘n Shore. 
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BEAUTY B 


Bonne Bell’s Bonne Bath and Bodyguard 
to make bath time beauty time. 


One equals two—deodorant and anti- 
perspirant. Tact by Prince Matchabelli. 


Fresh, smooth, glowing—your skin after 
using Dorothy Gray’s Secret of the Sea. 


Hair troubles vanish with Banish dan- 
druff treatment cream shampoo by Breck. 


Vacation bound? Have clean hair with 
travel-ready Shampoo/s by Helene Curtis. 


Enjoy a Summer Shower wherever you 
go. Cologne Spray Mist by Prince 


Matchabelli. 


Luxury bathing at minimum cost—sweet- 
smelling Evening in Paris Bath Capsules. 


To protect complexion beauty—a Veil 
Vitale by Barbara Gould. 

Refreshing as a wayward breeze—Red 
Lilac Cologne Mist by Lenthéric. 
Make-up with a plus—Cover Girl by 
Noxzema. Protects, improves, beautifies. 
For dificult hair—extra-dry, bleached, 
brittke—Tame Creme Rinse by Toni. 
Straight from Paris—Miss Dior in an 
elegant new Eau de Toilette spray. 


Color 


Problem nails? Try—and love 
Plus nail strengthening enamel. 
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Look What Users of 
Dictation Discs 
Say About Them! 


“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 


MRS. R. L. HENDERSON 


“IT am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.”’ 

MISS BETTY BURNS 

Route 1, Box 69 

Valdese, Ne. Car. 
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“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.” 


CAROL WETZEL 
Dayton, Ohio 





“I like to use records for my 
shorthand classes ...I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.”’ 

MRS. VIRGINIA RANKIN 

Twin Bridges, Mont. 
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These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 


Prudential Insurance Co. 
Western Electric 
General Electric 
Eastman Kodak 
Tempo Aircraft 
National Carbon Co. 
International 
Correspondence Schools 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 
University 
Central Railroad of 
New Jersey 
. PLUS MANY MORE 


Dictation Vise Co 


170 Broadway, New York 38, New York 
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MESSAGE TO TEACHERS 


With Dictation Disc records repetition is the 
fundamental key to speed. This is so because 
every record we have is made up 75 per cent or 
more of the thousand commonest words—and 
the thousand commonest words represent 75 
per cent or more of running English. Every 
time your students play Dictation Disc records 
they are getting infinite repetition and addi- 
tional skill on 75 per cent of all the running 
matter that will ever be dictated to them. Con- 
sidering this you can well imagine the vast 
speed gains that can be made through Dictation 
Dises. Over 8,000 shorthand teachers have al- 
ready displayed their interest in Dictation 
Dises for their students. 


“Pic tation Dien 






TODAY’S SECRETAR) 






















TODAY'S 
SECRE TARY 


TEACHER’S SECTION 


Contents: 





Fe eee Tee... x. ie webs 6 eo cabden 2-T 
Analysis of Articles by Subject........... 2-T 
For Bulletin Board Display 

For Correlated Drills 

For General Business Class 

For Student Discussion 

For Added Classroom Interest 








To The Teacher— 


The case study in “The Human 
Side” is especially important this 
month. Be sure to discuss the various 
ways this problem can be handled. 
Because it is an especially touchy 
problem, extreme care should be used 
when discussing it. 

The article, “Using Your Head to 
Get Ahead,” contains copy of average 
syllabic intensity. For new-material 
dictation, use a portion of this article 


daily. 


Analysis of 
Today's Secretary Articles 
By Subject 


Now is the time to brush up on 
flash shorthand reading. Students in 
first-and second-year shorthand will 
find the “Flash Reading” for this 
month very enjoyable. 

“From Our In Box”, “Notes and 
Quotes” and “The Last Page” con- 
tain very timely and up-to-the-minute 
information for the soon-to-graduate 
secretarial students. | 

Joan Sivinski Handal 


Editor, TEACHER’S SECTION 
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Crossword Puzzle 





Dental Terms 





Domestic Science 





Good Looks Clinic: Letter Grooming 





Notes & Quotes 





Product Points 





Secretarial Bookshelf 





The Case For Worrying 





The Files With “instant Everything”’ 





The Human Side 





The State of Capezio 





Transcription Corner 





Using Your Head To Get Ahead 





Word Teasers 








Words, Words, Words 
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FOR BULLETIN BOARD DISPLAY 





After reading ‘Using Your Head 
to Get Ahead” on page 18 

Here: is how you can have a live 
bulletin board for each week in May. 

1. Write in shorthand the title of 
the display. 

2. Each week, display in shorthand 
two rules. If the bulletin board is 
small, display only the two rules for 
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the current week. 

3. Direct the students to transcribe 
the rules on Monday as they enter the 
classroom. 

4. Use the rules as a shorthand 
warmup by directing the students to 
practice writing the rules in short- 
hand each day for the remainder of 
the week as they enter the classroom. 
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FOR CORRELATED DRILLS 





Based on ‘‘Word Teasers” appearing on page 8 


1. Have the students answer the 
questions in the magazine. 

2. Have them study the spelling of 
all the words. 

3. Have them type a sentence us- 
ing each word correctly. 

4. For extra practice, dictate the 
following letters. They are packed 
with the words in this article. The 
students should correct the dictation 
in their transcript. 

GENTLEMEN: 

Thank you for your most recent 
letter. 

The position that you described 
offers an extra fine’ opportunity for 
advancement. In fact, we were all 
very thrilled with the suggestion. My 
parents feel it was real’ friendly of 
you to make the suggestion. The best 
of it is that the increase is retroac- 
tive from January® 1. 

Both John and I should like to ap- 
ply for the increase. | am enclosing 
the latest reports for both of* us. 
While my record is nowhere near as 
good as it should be, I hope it will be 
satisfactory to you. 

Please’ feel free to write or call 
us at any time. I am sure you will 
always find my brother to home. 

Yours TRULY, (119) 
Dear Mr. THomas: 

Every day it seems we are a little 
closer to the truth, yet every evening 
it’ seems we have gone, nowhere in 
the case. Each day we think, maybe 
today. For the past week we have 
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searched in different’ locations, but 
it’s nowhere to be found. Anyway, it 
is too late to turn back now. So, this 
is our plan. 

Could® somebody in your office 
send us a corollary map of this ter- 
ritory? Then we shall check the two 
maps in* every way to make sure 
there are no differences. You see, any 
one of us could have made a mistake 
in® the planning stages of the search. 
In this way it will be possible to catch 
any errors. Anyhow, if it® is agree- 
able with you, let’s give it a try! 

CorDIALLY yours, (131) 
GENTLEMEN: 
This letter is to confirm our order 


for the year ending 1961. The goods 


are’ to accumulate in your ware- 
house. The order should be -marked 
“incomplete” at all times. 

The contract should read that no* 
color is to be added. Cloth should be 
manufactured in such a way that it 
will be free from metallic* substances. 

CoRDIALLY yours, (65) 
GENTLEMEN : 

You have probably read about the 
acute shortage of water power in our 
community. 

The’ shortage has become so great 
that all manufacturing companies 
will need to curtail operations unless’ 
this condition is rectified in the im- 
mediate future. 

You may be sure we shall keep 
you posted about® the situation. 

YOuRS TRULY, (65) 




















FOR THE GENERAL BUSINESS CLASS 





After reading ‘‘Words, Words. . .” 
on page 20 

At this time of the year, students are 
planning their class programs for the 
next school year. As part of the 
career-planning program in the gen- 
eral business class, have the students 
read the article on official shorthand 
reporters. 

Begin the class discussion the next 
day by telling the students this story. 

Did you know that all presidential 
press conferences, meetings, state- 
ments and speeches are taken down 
by a shorthand writer? This man is 
50 years old with 20 years of service 
as a Gregg writer behind him under 
8 press secretaries and 4 presidents. 
He has taken dictation for the New 
Deal, Fair Deal, Great Crusade and 
New Frontier. (Possibly some of the 
students will know about whom you 
are talking. Let them guess for a few 
minutes and write on the blackboard 
all the names of shorthand writers 
that they suggest.) 

The White House reporter is Jack 
Romagna. His cruising speed is 240 
words a minute. He says, “President- 
ial tongues, like presidential planes, 
move faster and faster. Every year 
the pace goes up.” 

Last spring he told one reporter 
that from a technical standpoint, 
Richard N. Nixon would be easier to 
listen to than John F. Kennedy. And 
during the campaign he said, “I don’t 
know what I’d do with the accert if 
Kennedy wins. I suppose I should 


have to go out and get records of his 
speeches and practice.” But today he 
says, “I thought he would be a bear, 
but I’ve done all right with him. The 
President is very clear, uses good dic- 
tion and grammar, good sentences, 
but he’s the fastest of the lot—he 
runs about 150 to 240 words per 
minute. He seems to have an unusual 
sentence structure and for some rea- 
son I have trouble with his little 
words like and, on and or.” Mr. Ken- 
nedy has a very good vocabulary. 
Mr. Romagna estimates that Presi- 
dent Kennedy’s syllabic intensity is 
1.4, in contrast to the average per- 
son’s intensity of 1.2. 

Mr. Romagna’s big problem is 
Mr. Pierre Salinger, the cigar-smok- 
ing press secretary. He says, “I can 
barely handle him when I’m razor 
sharp, and then I get off a plane, and 
I’m tired. That man is trying to 
break the sound barrier.” 

He estimates Mr. Salinger’s speed 
at well over 250 words per minute. 
But he reacts strongly to any sug- 
gestion that he ask Mr. Salinger to 
slow down. “I just couldn’t. For a 
shorthand reporter to do that would 
be a sign of incompetence.” 

Mr. Romagna says this about Mr. 
Eisenhower: “He was both good and 
a nightmare. It wasn’t so much the 
speed that was difficult, but he would 
change direction in the middle of a 
sentence, and you would wonder, did 
he really say that? Did he really 
mean that? 
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FOR STUDENT DISCUSSION 





After reading ‘‘The Files with ‘In- 
stant Everything’ "’ on page 14 

Have the students in the secretarial 
and office practice classes read the 
article as part of their outside class 
work. Then have them apply the 
knowledge by solving this case study. 

Mary as been working for Lee, 
Dickinson Co., Inc., for two years. 
Last week, she began to clean the 
files. Today she is cleaning out the 
drawer containing CG, H, 1, J and K. 
Her employer asked her for the latest 
shipping instructions for Friendman 
& Co. Much to her surprise, the in- 
structions were nowhere to be found. 
As yet, she has thrown nothing away. 
Instead, there is a stack of papers on 
the extra table in the office. As if it 
were not bad enough to have to go 
through all these papers for the mis- 
sing instructions, there is something 
else missing. Someone is using the 
file on finance. She has tried to re- 
member who has it, but to no avail. 
Frankly, she is so disgusted with the 
way cleaning the files has disrupted 
the ease to which she is accustomed 
to finding things, she is ready to give 
up completing the spring houseclean- 
ing of the files. 

What would you suggest she do to 
get out of this filing mess and into 
filing ‘instant. everything’ ? 

Be sure to direct the discussion so 
that the outcome follows this plan. 

1. Follow the 15-day plan for re- 
organization of files. 

2. Put the folders and old corres- 
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pondence back in their respective 
drawers (in the back of each 
drawer). 

3. Now begin by getting all sup- 
plies ready. 

4. The next day, begin “fileclean- 
ing” drawer A-B. Follow the six-step 
plan listed in the article. 

5. Follow this procedure for the 
next ten days while filecleaning the 
other drawers. 

6. After all files have been cleaned, 
move all the old materials and in- 
active records to the bottom file 
drawers. The top three drawers of 
each cabinet should be free for active 
records. The discomfort of working 
at bottom file drawers should be kept 
at a minimum. 

At the close of the discussion, list 
on the blackboard some of the val- 
uable principles to remember when 
filing that were given in the article, 
as: 

1. Use an individual folder when 
there are five or more pieces of cor- 
respondence. 

2. Insert special name and subject 
guides before the folders they refer 
to in the drawer. 

3. Don’t be afraid to cross-refer- 
ence items. 

4. Be sure to keep sign-out records. 

5. Ask the employer to place his 
initials or the date on all incoming 
correspondence he wants filed. 

6. Decide how long the records 
should be kept before they are de- 
stroyed. 
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FOR ADDED CLASSROOM INTEREST 


After reading ‘‘Good Looks Clinic: the current date in a size proportion- 
Letter Grooming’’ on page 16 ate to the blackboard drawings. Have 

Below are ten different designs in the students place the date in the 
letterheads. Draw each on the black- most attractive place and decide the 
board. Print on a piece of cardboard _ best letter style for each letterhead. 
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LETTER GUIDE 





Prepare a master and duplicate a letter 
guide for each of your graduating students 








15 typewriter 





line spaces 





4 linelspeces 

















Warning: Do not type more than 3 lines beyond here 














Reference initials 


Do not type beyond here 





10 line speces 
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WHAT’S YOUR READING SCORE 


Each of the following statements pertains to information given in this month's 
issue. If a statement is correct, place a check mark in the YES Column; if a 
statement is not correct, place a check mark in the NO Column. 





Yes No 
1. Drop down 12, 14, or 15 line spaces from the 
| top of the paper to type a date. x 
2. Most business letters are typed in extreme 
I blocked letter style. x 
3. Margins on an elite typewriter for a long 
letter should be 15 and 90. x 
4. The 4-inch typing line has been almost 
elimated in business letters. x 
5. The bottom margin of a business letter should 
be 2 inches. x 


6. To lower a letter on a page, it is acceptable 

to leave extra spaces between the various 

lines of the complimentary closing. x 
7. When two or more words are used as a one- 

thought modifier before a noun, the modifier 


is hyphenated. x 
8. A tickler system helps in a follow through 
on major projects in the office. x 
9. It is not difficult to break habits developed 
over a lifetime. x 


10. A person cannot get ahead if he continually 
overextends his time and energy on matters of 
secondary importance. x 

ll. A company can easily replace an executive 


with another of comparable experience and 
skill. 


x 
12. David Copperfield was a shorthand writer. x 
13. Nathaniel Weiss is the National Shorthand 
Champion. x 
14. A court reporter needs an excellent back- 
ground of English. x 
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15. To train to become a court reporter, there 
is no substitute for practice of the same 
material over and over again. 

16. Women court reporters receive the same 
salary as men reporters. 

17. In many offices, the file drawer XYZ is stocked 
with instant everything. 

18. The extreme blocked letter style is graceful in 
appearance. 

19. The modified blocked letter style is the most 
frequently typed style in business today. 

20. The indented letter style was the first letter 
style prepared on typewriters. 

21. Some typists plan a typing line by using the 
paper bail rollers. 

22. The letter style should compliment the message 
of the letter. 

23. File supplies include folders, guides, cross- 
reference sheets, glue, out guides, etc. 

24. File guides should be strong enough to support 
filed materials but flexible enough to resist 
breaking and cracking. 

25. When cleaning out the files, insert new guides 


if there are fewer than 25 guides in the drawer. 


26. The miscellaneous folder should be placed 
directly behind its letter guide. 

27. Whenever there are five or more pieces of 
correspondence related to the same company, 
make a separate folder for then. 

28. To quickly separate the papers to be filed, 
ask the employer to place his initials or 
the date on all incoming correspondence to 
be filed. 


Yes No 





Superior Excellent Good 
28-25 24-20 19-11 














Fair 
10-7 








NOTE TO THE TEACHER: Duplicate the above test using a 70-space line. Leave five spaces for 


the YES and NO columns. 
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SPECIAL INDUSTRY DICTATION 





Based on Dental Terms—page 40 


Before dictating the following specially-prepared letters, you 
will need to preview all italicized terms. Have the students write 
each word two times, spelling and pronouncing it as they write. 


Dear Mr. Banks: 

Confirming my telephone conversa- 
tion with you regarding your client, 
James C. Flood, I am’ sending this 
written report: 

Mr. Flood came to this office on 
Tuesday, January 16, 1961,’ in se- 
vere pain. Clinical examination re- 
vealed a large swelling on the lower 
left side of® his face, which made it 
impossible for him to open his mouth 
fully. An X-ray examination revealed* 
an acutely infected lower left im- 
pacted third molar with a large cyst 
extending forward to and° involving 
the first and second molars. 

Treatment: incision and drainage 
under general anesthesia. Acromy- 
cin,® an antibiotic, was prescribed. 
Patient was advised to force fluids at 
home. Postoperative treatment’ was 
continued at my office for the next 
four days until swelling was reduced. 

Six days after incision,® removal 
of impacted third molar, first and 
second molars and cyst was per- 
formed under nitrous oxide-*oxygen 
general anesthesia with satisfactory 
results. Recovery was uneventful. Pa- 
tient'® was dismissed after two more 


weeks of postoperative observation. 
Restoration of the teeth was accom- 
plished’* four weeks later with a re- 
movable bridge. A lingual bar with 
an acrylic base was inserted. 
CorpIALLy’* yours, (241) 


Dear Mr. WHEELER: 

The examination of your daughter’s 
teeth reveals the upper right and left 
lateral’ incisors are malposed; the up- 
per cuspids are protruding labially 
and the bicuspids are crowded, hold- 
ing’ the cuspids in labial version. 
The occlusion of the upper and lower 
teeth is abnormal. 

I would advise* your daughter be 
taken to an orthodontist for his ex- 
amination and advice. I am sure that 
much* can be done to correct the 
present condition of her teeth. 

I would suggest, too, that before 
she has an orthodontic’ examination 
her teeth be cleaned and scaled; also, 
the few cavities present be filled. 

If I can be®* of any additional serv- 
ice to you, please feel free to call on 
me. 


SINCERELY yours, (136) 
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12. 
13. 


14. 


15 


Note to the teacher: Duplicate the above, omitting only the numbers in the second and third 
columns. Provide each student with a copy. Let them use their magazines if necessary, since the 





AD-VENTURES 





A company president recently commented, ‘‘My secretary is an im- 


portant part of our organization. 


She orders all office supplies and 


selects office equipment.'’ Such duties are not uncommon to most sec- 
retaries. That's why the advertising pages are most important, for this 
is probably your first exposure to office products. See if you can match 
the product with its trade name and manufacturer. 


PRODUCT 


. Carbon Paper 


. Type Corrector 


. Dictionary 


. Typewriter Ribbon 


. Pencil Sharpener 


. Second Sheet Paper 

. Carbon-Second Sheet Unit 
. Typewriter Cushion 

. File Folder 


. Typewriter Paper 


. Secretarial Knife 


Ball Point Eraser 
Correction Paper 


Copyholder 
- Ball Pen 


_. 
A 


1 


TRADE NAME 
Snopake 
Pendaflex 


Park Lane 


_8  Sorba-Sound 


10 
aH 
12 
13° 
lena 


ae 


Keebord 
Boston 
Jet 
Over-Type 
Marathon 


Copysette 


1S _StenoStik 


_6 Sea Foam 


u/ 
re 
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Liberty 
Webster 


X-Acto 
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be 
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MANUFACTURER 
Oxford 
Columbia 
Whiting-Plover 
Litho-Art 
C. Howard Hunt 
Weldon Roberts 
Royal McBee 
Brownville 
A. W. Faber-Castell 
Evans Specialty 
Bankers Box 
Handicraft Tools 
Port Huron 
Old Town 


G. & C. Merriam 


importance of this exercise Is familiarization with product, trade name, and manufacturer. 


12-T 














ay Oe 
Sane 














DOMESTIC SCIENCE 


By Margaret Cottinghom 


“LET’S FACE IT, BETTY,” I said, 
“at office work we may be a Bi 
Man’s Right Hand, but at eaves « 
we flunk the aptitude’ tests.” 

Betty, my roommate, fastened a 
towel over Lie pin curls. “Think of 
all the time and money we spent 
learning’ to be executive secretaries,” 
she lamented. “Why should we waste 
our talents and energy cleaning* Ve- 
netian blinds? We could hire a maid 
once a week for six dollars and two 
bus tokens.” 

“Six dollars will buy several* pairs 
of nylons,” I objected. “Our take- 
home pay barely covers rent and the 
cheaper cuts of meat.” 


li was an® old argument—-<o far 
I'd been the winner. But Betty won 
today. Forgetting my allergy, she 
emptied the* vacuum-cleaner bag 
into the wastebasket. “O.K.,” I sput- 
tered after I’d stopped sneezing. “If 
we can get’ rid of this dirty work for 
six dollars, I’m for it.” 

We did get rid of most of the dirty 
work. The new maid, whose* name 
was Floreen, hated household dust as 
much as we hate smudged erasures or 
untidy files. What we didn’t® realize 
was that we were substituting work of 
a different kind—a kind we were not 


used to handling. We were’® now the 
bosses! 

As bosses, we had new problems. 
“Nothing to it,” Betty said when we 
had settled wages and hours*’ with- 
out any trouble. “We have the Big 
Stick; Floreen has to please us—or 
else.” 

It wasn’t that simple. The Big 
Stick’* waved in vain. Floreen was 
ready to fight for any rights to which 
she felt entitled. 


Our first mistake was really’ 
the fault of Betty’s mother, whose 
advice we trusted because of her lon 
experience with maids. “She'll shirk 
—all’* hired girls do if you don’t , 
stand over them,” said Betty’s mother. 
“And, of course, she’ll be alone, with 
you two at the office.”** 

We decided to solve that problem 
by making out a schedule for every 
minute of Floreen’s working’* day— 
so much time for defrosting the re- 
frigerator, so much for washing wood- 
work, etc. We got so’” involved in it, 
we almost forgot about lunch! 

After one sharp glance at the 
schedule, Floreen blew her top. “No 
need’* for nobody to tell me what to 
do and how to do!” she snorted, with 
a scornful look at the grease-coated 
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broiler’® I had left soaking in the 
sink. “I has took Domestic Science!” 

We, who had never taken Domestic 
Science,*° were a little overwhelmed. 
It just hadn’t occurred to us that do- 
mestic help might also have some am- 
bition,** just as secretaries do. And 
the spotless apartment we came home 
to proved that Floreen took pride in 
her work.” 


Betty was too upset that evening 
over an incident in her office to enjoy 
the freshly ironed cafe** curtains and 
sparkling waxed floors. Snuffing cig- 
arettes in the clean ash trays, she 
fumed, “We were told in business 
school that** secretaries with initia- 
tive are in demand. Do I draw a boss 
who allows me to use my head? No! 
He** tells me, ‘You're not paid to 
think! I do the thinking for this 
office. bb 

Be 2s half listening to Betty’s tirade, 

*° was planning a lecture for Floreen 
elon she had put a vase of jasmine 
on the coffee table. Jasmine, with*” my 
allergy! I was going to say, “When 
we want flowers in the house, Floreen, 
we'll let you know.” Then I thought, 
“I’m*™ acting like Betty’s boss! May- 
be Floreen, too, would like the o 
portunity to use her initiative on” 
the job. Doesn’t the chance to be 
creative make even a housemaid’s job 
a position and not just a shift in®° the 
salt mine?” 

I resolved not to say a word to her, 
but it was with relief that I welcomed 
the end of blooming” season of the 
jasmine bush out front! 


More than once in the next few 
months we came close to firing Floreen 
for being®* “uppity” to her employers. 
My boss, who overheard me com- 
plaining about Floreen’s “nerve,” 
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teased, “Quit shoving her** around. 
Don’t you know you can’t ignore the 
human equation?” 

Finally, we agreed that it was fair 
to treat our®™* employee the way we 
like to be treated. We had a coffee 
break, so did Floreen. We were not 
docked for sick leave;** we didn’t 
dock Floreen. We had a paid vaca- 
tion; we allowed Floreen two Fridays 
off with pay. My boss said it** was 
good therapy to let employees get 
grievances off their chests; we tried 
not to get mad when Floreen griped 


over” Social Security “deducks.” 


We learned many things that 
made us more junderstanding, both to 
bosses and the** ones who are bossed. 
Betty, now a supervisor of a steno 
pool in an insurance office, tells me 
she has** never once found it neces- 
“7 wave a stick to get work done. 

for me, I got a nice raise last 
payday.*° So maybe Betty and I 
should vote a raise for our employee. 


(811) 


THE CASE FOR WORRYING 


By Robert G. Poviu 


THE EMPHASIS THESE DAYS is 
on forgetting. * “Forget your troubles 
and be happy” is the theme of the 
hour. If something’ goes wrong, 
don’t worry about it, don’t let it 
bother you. 

The people who believe in this 
philosophy feel? that worrying only 
results in a nervous condition. If 
you have a problem, you should not 
stay awake at® night and worry about 
it. If something is meant to be it will 
be, and there is nothing you can do 
about it. To a certain extent, these 
people are right. 








For example, suppose a man has 
no aptitude for a certain’ job or type 
of work. His boss will probably fire 
him somewhere along the line. But 
worrying will not help him, because® 
he just is not suited for that type of 
work. 

Then there are those who run away 
from a problem, who don’t even’ try 
to face it. They simply will not worry 
nor will they think over the problem 
so that they can solve it. Consequent- 
ly,” their lives are one mad rush from 
one place to another to get away from 
themselves and their problem. They 
do® not realize that it must be faced 
sooner or later. They would rather 
face it later, often when it is too’® 
late. 


Often people run away from 
difficulties because they live in a 
world they tk mselves have created. 
They*’ will not face what is real and 
keep looking for the day when every- 
thing will be the way they feel it 
should be.** A man may go from job 
to job and not admit that it is Ais 
fault that he is not the big executive 
he*® always wanted to be. Someday, 
he says, he will find the “right” job 
and show people just how intelligent, 
how" * important he really is. 


What is the best way to face a 
problem? There really are many 
ways, because’® different people have 
different methods. Often it is good to 
get away from the problem—but only 
to get’® a rest so that we can come 
back with new strength, both mental 
and physical. Eventually we must 
face it in*’ an honest light. 

Worry, or good, careful thought, 
which is perhaps a better way to put 
it, is a necessary’* part of life. too 


much of it is not good and too little 
even worse. (372) 


Junior OGA 


If you have kind words to say, 
Say them now. 

Tomorrow may not come your way, 
Do a kindness while you may; 
Loved ones will’ not always stay; 
Say them now. 

If you have a song to sing, 

Sing it now. 

Let the tones of gladness ring 
Clear as song of* bird in spring; 
Let every day some music bring; 
Sing it now. 

If you have a smile to show, 
Show it now. 

Make hearts happy,” roses grow, 
Let friends around you know 

The love you have before they go; 
Show it now. (75) 


Senior OGA 


Beautiful is the season of awaken- 
ing nature and spring; beautiful is 
the dawning day of summer. There’ 
is new life in the garden, the forest 
and the field. The hard reign of 
winter is over. The birds have come 
back to” us, the flowers appear on the 
earth—nature is awake again, is alive 
again, after her long sleep. The note® 
of the bird, the gentle dew, the fra- 
grance of the flowers choral with the 
ringing of waterfalls and streams 
rushing* on their way. 

Nature has been in her coffin long 
enough. God has touched the bier 
and said, “Damsel, I say unto thee,° 
arise!” and she that was dead has 
heard the voice and has come forth. 
The heart acknowledges the sway of 
the new life. (119) 
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SOLUTION TO PUZZLE ON PAGE 41 
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. gauge 
. divide 
. ants 

. kid 

. receive 
. reserve 
. Sorry 

. accredit 
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. clay 
. technical 
. stiffened 


. authority 
. dye 

. essay 

. genteel 

. repay 

. fin 

. purpose 
. ego 
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.. click 
. Tinse 
. entrance 
. easel 


. red 


. face 


. enable 
. care 
. ease 


. deal 


. Oars 


. ray 
59. 
61. 
63. 
65. 
67. 


series 
difference 
ironwork 
early 


thoughtfully . 
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. beset 
. personality 
. borrow 


3. life 


%. Cave 


OM NAM wp 


. soak 
. Tig 


VERTICAL 


. gratefully 


ask 
jeers 
ire 


. discount 


whereas 


. individual 
. cokes 


. earn 

. decline 

. veto 

. ill 

. security 
. detergent 
. toothache 
. flee 

. pop 

. express 

. declare 

. arid 

. lens 

. Tosy 

. physical 
. upon 


. let 

. spherical 

. reliability 

. alley 

. nor 

. breath 
55. dirt 

. snob 

. sniff 

. serve 

. defense 

. store 

. reside 

. hours 

. free 

. pay 

. low 








SHORTHAND? 


PASSING GRADES—THROUGH RECORDS 


Here is the quick, easy, modern way to develop 
shorthand speed and accuracy. 


Dictation Dises provide the best home dictation / a BRIEF FORMS AND PHRASES 
practice you can have—inexpensive live dictation 
at home, by our staff of expert dictators. Snap your a os AND SPECIAL VOCABULARY 
finger, or rather, flick the switch; and one of our .2 tenets DOeien ma 
teachers starts dictating to you at whatever speed serieeeaaatie tates If your current speed range is 
you select. All the material he dictates is specially 70 words a minute or below then 
selected and precision timed, calculated to build these two sets are a must for you. 


speed quickly through planned repetition practice 





developing rhythm, a smooth, flowing writing style, Special Set No. 38 comprises 
and consequently speed. All this at your own con- é 31 different business letters con- 
venience. With records you're never limited. You : taining 2,442 repetitions of the 
choose your own speeds and keep writing just as long Fe BRIEF FORMS and 572 repeti- 
as your hand feels like moving, and each succeeding tions of the PHRASES, dictated 
day you’re writing faster and faster. in speeds of 60, 70, 80 and 90 
WPM. Each of the four records 
Remember your shorthand is one of the most im- contains every brief form. 
portant subjects you study in school. Your shorthand = cosh 35%, UP record 
speed determines your income and the job you will Special Set No. 39 contains 
get and hold when you graduate. more than 2,000 repetitions of 
the 500 COMMONEST WORDS 


‘ — : ; ? dictated into 31 different letters, 
is So easy to qualify for a better job this effort- 





Boome : > a ° 
; ; : £ also in speeds of 60, 70, 80, and 
less, modern way. You listen to a business executive =e ( ner 
:: 90 M. 
dictating real business letters. Almost before you Bags 
know it, you will increase your shorthand speed. 


Thousands of stenographers have moved up to higher- ASK YOUR TEACHER ABOUT 











paying jobs thanks to Dictation Discs. You can, too 
Dictation Discs must do everything we say they will 
or you may return them for full refund. Mail the 


, 10 minutes dictation 
COl on > to q 
oupon below day. on each 78 rpm record 


Nm te oe cs DICTATION DISC RECORDS. 


45 RPM SETS — $5.75 EA. ( 


Each Set Contains 4 Records MAIL THIS COUPON TODAY 


Set No. 38 Brief form Set No. 47 Office Sty] 


. ) 
and phrase letter ). 70, 80, § Dictation timex Dictation Pie Company 


Set No. 380 Brief forn 1 Set No. 49 Court Reporting s0 te ( 170 Broadway, Dept.TS-5 “oe 
and phrase lette: 100, 110, 120, 13 Set No. 50 Legal to 126 New York 38, New York ~ 
Set No. 39 the 500 commone Set No. 51 Medical Oto 120 — 
words in letters 70. 80. ¢ Set No. 52 Progressive Oto 160 Please send me the sets | have indicated, 
Set No. 390 the cor n | enclosed check in the amount of 
words in letters 100, 110, 120, 13 ee ee coe oo plus 25c for postage and handling. | must 
t No. 40 Letters 10, 45, 50, 55,6 Co we ‘ S os — be delighted, and gain speed, or may re- 
*t No. 400 Letters 0, 60, 70 c thie IT aiaatat nip : turn records in 10 days for full refund 
ours Oto 130 wpr 2 
No. 041 Letters 


No. 410 Letters 70, 80, 90 


as Each set contains four 45 rpm records, 

rees Comniet "i “ay, approximately 31 different business let- 
Set No. 420 Letters 10. 100. 110 ters, 48 minutes of dictation. All sets con- 
hes Nia. O43 Letters 100, 110, 120 78 RPM SETS — $5.25 


: tain different material, Order several sets 
. i (3 records per set) 
Set No. 044 Letters 110, 120, 130 = ' 


t No. 042 Letters 80, 90, 100 


and gain speed faster 
Set No. 430 Letters 170, 130, 140 et 6 OY to FU wpm 


Set No. 440 Letters 130, 140, 150 . WU 16 110 wpm 

Set No. 450 5-minute letters 60 to 100 . Yto 150 wpm NAME 
Set No. 460 5-minute letters 100 to 140 33'3 LP — $8.75 

Set No. 45 Brief form (2 records per set) ADDRESS 
and phrase list 40, 50, 60, 70, 80, 90 Set 7 


] 60 10 100 wpm 
] Set No. 46 Regents Tests 80 Set 72 


90 to 130 wpm city 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Eight of the Gregg Short- 


hand Manual Simplified. This material is counted in groups of twenty 


“standard” words each, so that you can estimate your reading speed. 
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* Weve all said it: 


tests are awful. But they com- 


what’s more, we 
mean it 
prise one of those nastily necessary 
things that life presents us on a platter 
of tin from time to time. In short. not to 
be’ pessimistic or anything, no matter 
here we are or what we hecome, the 
orld will continue to dish out the un- 
pleasant concoctions, 

But. like castor oil (vour mom and 
dad will remember), tests are tonic. In 
the long run, they re steppingstones to 
success, for it’s true—you want something 
more if it doesnt come easily. Glance 
back through history s leaves: it's almost 
certain that victory in the Revolution 


neant tar more to the Valley Forge vet- 


erans than it did to their infant sons 
rocking in their cradles as their fathers 
fell. In short, man thrives on challenge, 


hether in the heroics of war or in the 
sin ple working world. 

Relative to that world of business, Ive 
listed below several categories in which 


All, either 


directly or indirectly. are tied In with 


you can expect to be tested. 


job ipplic ancy. 

Lets start with the obvious school 
tests. And here let me say outright that 
now is the ideal time to learn to like 
them. If youre concerned about passing 
that final, take out those textbooks and 
notes and study!’ Choose a time when you 
can sit down to an uninterrupted session 
of pounding-it-into-your-head: and then 
pound. This is the only way to absorb 
knowledge of any sort: mental processes 


aren t improved by osmosis alone. If the 


formula sounds horrible, just remember 
tl e harder you work. the better 
coing to feel when you've finished 
omplished something. 
reful to have good light and 
But study comfort doesn’t mean 
Va %] 


by florence elaine ulrich, 
director, grege awards department 


a downy-pillowed chaise longue: rather, 
it needs a_straight-backed chair that 
wont encourage you to fall asleep. Also 

break up your study period. Perhaps a 
snack will perk you up to complete the 
job—brain cells need energy. too. It goes 
without saying. this plan holds true 
later on when youre boning up for an 
exam that may mean a promotion. 

Now. while you're in school and have 
the chance, it's a good idea to increase 
your shorthand, typing and transcription 
speed. (side from the worthwhile do-it- 
yourself habits this practice will create, 
it might mean a job. Employers are be- 
coming more and more selective due to 
economic conditions in some areas, and 
you may have serious competition ior 
that job this year. Don't take just any 
job because you're not as proficient as 
you should be when, with a little effort, 
you could qualify for a really good po- 
sition. Never never be satisfied with only 
enough skill to get by in school tests. 

Ask your family and friends to help 
by dictating to you. Let them test your 
spelling and time your typing of the 
Competent Typist Speed Test. There's a 
good supply of study hours before and 
after school (or office) when you can 
make your practice count. 

Speaking of competent typing, OGA 
and OAT tests (find them on page 35) 
are used by some employment offices for 
rating applicants for secretarial and 
office positions. Follow the instructions 
for writing the tests and submitt:ng them 
to this department for awards. If you 
possess the Achievement Record Album, 
filled as it is with certificates testifying 
to your school performance, take it with 


you when you're called for a job inter- 


view. This attractive book will arrest the 


attention of a prospective employer and 


TESTS-UGHI 


win the friendly recognition that will 
make a first interview so easy and pleas- 
ant. You ll have gained more confidence 
and poise, too, as the result of taking 
these tests and qualifying on them. 

Further tests in shorthand theory, 
speed, trans ription, filing and bookkeep- 
ing are published in BUSINESS TEACHER, a 
magazine supplied free to teachers who 
request it. 

If you want these credentials, which 
bear witness to your knowledge and skill, 
when you apply for a secretarial posi- 
tion, you should start earning them now. 

Now you re ready to put in the actual 
application. We'll start with the basics 
crooming. First impressions are lasting, 
and appearance is definitely within that 
category. Untidiness is one strike against 
an applicant. Your skin should have a 
clean, well-scrubbed look hands and 
nails too! Young men should see that 
their shirts, collars and handkerchiefs 
are fresh. (An executive told me he al 
ways looks at the feet of an applicant 
for a secretarial position. If she’s neatly 
shod. he assumes her work will likewise 
be neat.) 

All-over cleanliness is extremely im- 
portant. Its rather hard to tell a young 
applicant that body odors can be most 
offensive in an office. More often than 
not the interviewer will rather pass over 
an applicant who's careless about pet 
sonal cleanliness than say anything to 
him. So you see, you re constantly being 
tested, even in these things—and not 
only by business acquaintances but by 
your friends, too. 

Of course, in applying for a job 
you Il probably have to take several tests 

in shorthand dictation and transcrip- 
tion, in typing speed and arrangement 


and perhaps in business English and 
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ON CONCENTRATION 


| didn’t know the value of concentration until | observed 


some of the results. One man | worked for was able to con- 
centrate on only one subject at atime. Another dabbled in so 
many things, often outside his jurisdiction, that he was very 
busy. but his accomplishments were neither many nor well 
executed. Another spent most of his time on trivialities in- 
stead of concentrating on the important problems. 

There is still another man | know who can plunge right 
into the heart of a problem. He is able to concentrate just as 
well on the important problems as he is on the comparatively 
simple ones. However, he usually picks out all the toughest 
ones and tackles them first, getting help from other people 
when it is needed. 

There is only one thing | have against this matter of con- 
centrating: the harder my boss concentrates, the harder | 


have to work! 
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(Order of Artistic Typists) 


Type this article on a full sheet 


of plain white paper and set 


is it ictively is vou cal 

lo qualify for an award, your work 
ist be neat. accurate no 

strikeovers o tvpographic il « ors 
ind well placed. No erasu Cs 
ure rmitted, 
’ractice the material as many times 
is vou wish ind then send “Vo 
copy toranaw ird. 


To Get Your Award 


Mail your work to the Gre \ I Dey 


ee 


‘ (lf Floor, 330 West 42 Street, Ne 
York 6. New York), pan nh 
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THIS COPY SHOULD BE DOUBLE SPACED.) 
The clothes worn by the Roman 


male during the time of the Republic 
and during the early part of the Em- 
pire were essentially simple in design. 
For instance, there was the tunic. 

The tunic is possibly the earliest 
known form of shaped clothing. Two 
skins at first and later two pieces of 
cloth were joined at the sides and top 
in the outline of a T. Sleeves were cus- 
tomary and the tunic was generally 
girded at the waist. Worn as both in- 
ner and outer clothing, the tunic was 
in the former case called a tunic in- 
terior. 

Made of plain wool or of linen, 
tunics were sometimes decorated in 
such a way that they indicated the so- 
cial rank of the owner. For example, 
the tunic of a knight or cavalryman, 
during the centuries preceding the 
dawn of Christianity, bore two stripes 
down each side of the front and back. 
Still another was richly embroidered 
in gold on a purple silk background. 
This style was usually kept for em- 
perors and consuls. 

Working classes wore the tunic 
short, just a few inches above the knee 
or at the knee. This type of tunic 
might be sleeveless or might have fair- 
ly short sleeves. For strenuous work, 
tunics were slipped off the right shoul- 
der, leaving the right arm free. 

Still another garment dating from 
antiquity was the toga. This was a 
distinguishing mark of Roman society 
and was originally worn by both men 
and women. From a beginning as a 
smallish, rectangular piece of mate- 
rial, it developed into a form roughly 
semicircular in shape and very large 
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To compute speed, note the number indicated at the end of the last line 


you copied completelu and add 1 for each additional strokes tuped. To 


get the gross speed, divide total bu number of minutes; or, to get net 


speed, subtract 10 for each error before dividing bu number of minutes. 


More than five errors disqualifies a Competent Tupist Test for an award 


WORDS 
in size. The fashionable toga eventual- 305 


ly extended itself to seven feet in 313 
width and about three times the own- 320 
er’s size in length, a formidable gar- 327 
ment indeed. This was wrapped grace- 3% 
fully about the body and allowed to 341 
fall over one arm. 345 

Patricians wore the toga proudly as_ 353 
a part of their state ceremonial cos- 360 
tume; those who were foreigners, sub- 367 
jects or exiles were forbidden to wear 375 
it at all. This was because the toga 382 
was a symbol or badge of citizenship. 390 

The toga, like the tunic, was gen- 397 
erally made from linen or wool and 404 
also indicated social status. This was 412 
done by the color chosen. Those seek- 419 
ing office wore pure white; those 426 
mourning the death of a relative wore 434 
black, as today. Purple, the sign of 441 
emperors, rimmed the hem of the 44s 
togas worn by priests, by magistrates 455 
and by boys of the aristocracy until 463 
they assumed the full toga of an adult 471 
citizen. The official toga of emperors 479 
and victorious generals wasrichinem- 486 
broidery. 488 

Over the tunic and the toga, Rom- 495 
ans wore a Cloak in cold weather. The 503 
cloaks were again divided into differ- 510 
ent types according to the owner. 517 
They sometimes boasted hoods to 524 
keep the head warm. 528 

In the very early days of Rome, 534 
beards and long hair were in fashion; 52 
but during the Empire, men favored a 9 
clean-shaven appearance with short 556 
hair. The hair was usually combed 563 
down all around the head from the 570 
crown and was fixed in a short fringe 578 
across the forehead. 582 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


WRITTEN ESPECIALLY FOR GREGG AWARDS CANDIDATES BY HENRY RIDGEWOOD 
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RANSCRIPTION 
CORNER 


We're sure that wour letters are alwaus tuped with 
properly spe lled words, correct grammar, etc. Our secre 
tarw, however, wasn't too careful when she tuped the 
letters below. See if wou can find her errors—then turn 


to page ‘44. 
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Dear Mr. Evans: @ 


Your enquiry concerning the possi-~ 
bility of us using the services of 
sur company in the construction of 
sur new office building has been refer-~ 
ed to me. 





t the present time, architectural 
lans for the building are now ir 
re] nar tage. Therefor, actual 
t f contract will not be acc~ 
+ ¢ . + roxi itelv ey n 
We ar ry impressed by your bro- 
chure, d ling and illustrating the 
variou rojects completed by your 
-ompany and, we appreciate your interest 


in our project. 
When we are able to tell you more 
about the plans for the building, we 
shall do so. At that time we shall 
also notify you of the date that bids 
are to be accepted on. We shall cer- 
y give you consideration at the 


time. 


Sincerely yours, 
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DOMESTIC SCIENCE--page 30 
housework a 


27 


executive secretaries Dot: Pent 


ve La” 


ee ia 


roommate 


Venetian blinds 


allergy! 


sputtered 
? 
erasures - 
) *- 
substituting a 
entitled — 
shirk 2 6-4 
refrigerator J 
snorted . 
= 
scornful -eo-7 


grease-coated 2 LY A 
ss 
ea 


overwhelmed 


occurred4 ow 


incident 7 
sparkling é ‘ 


. of dy 
business school a 


initiative 


tirade 
jasmine 
shift yh 


7 
human equation ‘“42— 


as 
Social Security y ye 
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"ALLERGY (meaning): Popularly, sensitiveness to certain 
substances, such as germs, pollen, dust, etc., that are 
harmless to most people. 


2 oP 
therapy 
coffee break 


dock 


steno pool 


employee 


2SHIRK (meaning): To avoid or evade an obligation. 


3GREASE-COATED (spelling): This is hyphenated because 
it is a compound adjective before the noun. 


40CCURRED (spelling): Always remember that this form of 
“foccur’’ has two c’s and two r’s--as do ‘‘occurring’’ 
and ‘‘occurrence.’’ 


INITIATIVE (meaning): Aptitude displayed in the originat- 
ing of certain actions or activities; self-reliant enter- 
prise. 
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TERMS IN GREGG SHORTHAND 


—_ 
cbutment — The toot N h a bridge is anchored; a C— 
tructure for supporting 
An antibiotic ~~ fF 
ochromycin — 1 antibiotic. Oo — 


aconite — A 


acriviolet — A_ bacteriostati agent (that which 


wth of bac teria). 


inhibits, 


without destroying, the gr 


acrylic — A clear, lightweight plastic, used as base for ii 


ling artificial teeth. 








alcohol = A sterilizing nedium, U c = 
) 
alginate — An impression material. Oz 7 
alveolaris — Inflammation of the alveoli tissue. t Bee 7 
/ 2 
- , > o<* 
alveolectomy — The trimming or cutting out of bony socket. . 7 C 
. ; _- 4 
al veolotomy The cutting into the alveolus. ea 
. - nd 
alveolus — The bony ket of a tooth Q_ ) 
/ 
, ad > 
omalgam — A metalli nixture used of a tooth. ai ) 
o-= " 
analgesic \ agent icing relief from Oo .% 7 
ain F 
7 
- ’ 
A 
apex The i of a tooth root, e 
aphthous ulcer — A canker re Pe t e 
ec 
applicator \ tt tipped stick used to carry medicine om 
t arts of the t t apply the medicinal agent 
t t if art 
U 4 
Argyrol An antisept / 
ee nz 
articulate I se the teeth. Q J. 
<< , ? 
articulation The ition f the teet when they are & 
> ao 
articulator A model of the upper and lower jaws C — 
A 
£ 
—T cat 
aspirator — An instrument for removing abnormal fluid from 4 ? 
“ ) 
Gureomycin An antibiotic antibacterial substance pro- t Tt . 
ed by a liv r. tga 5 
barbiturate — A narcoti a drug that, in i doses, re Cc 





base-plate — A model for tr . 
Ae , 
sally made out of wax C - 
’ . -yr> 
benign Not malignant yt recurrent. . - 
/ 
bicuspids — The two teet etween the cuspid and the L, 


micro- 





bone chisel — An instrument for cutting bone. y 
vA 
bone file An instrument ed to file bone. c 
y 
¢ 
broach An instrument for cle aning a toothc 7 
uccal That whi pertains to the cheek. ao 
/ 
| f —— ‘ . . in , b> 
ccal surtace — That surface of the tooth that is next to é 
U \ ital tox xcavating cavities. 
camphor — A ld tant — 
‘a2 
, a 
ne tooth The i tooth from the center. “> ? 
< 
6] 


COMPILED FOR TODAY’S SECRETARY BY A MEMBER OF 
THE AMERICAN DENTAL ASSOCIATION 


carcinoma — A soft tissue cancer. 








—— 
Fumo 
cories, dental — The decay and dissolution of the teeth. It 3 
begins with the enamel, then attacks the dentin. If not ( 
checked, it will then attack the pulp. 
castone — The material used to make a model of an im- “oO 
pression, 
cavity — A hole or hollow place in a tooth ae “ 
. ff? 
cementum The bony yvering of a tooth root, 
oa 
chip-blower An instrument used for blowing debris from £ 
a cavity while it is being prepared for filling ( 
/ 
( 
chloroform — A general anesthetic agent. 
“\ — 
ros 2 
y 
codeine — A narcotic 72 
college pliers — The small pincers used to handle gauze ro , - 
and cotton ¢C and 
copper bands — The aterial used to take an impression of ry 
an individual tooth ( 
crown The enamel-covered visible part of a tooth; an ‘. — 
artificia »vering for the stump of a tooth. 

t Cray ins trume nt. “ 
curette A scia ns trume n A ea 
cusp The rounded projection of a tooth. -» 

¢ 
cuspid ne anine t th. C 
»”- 
<> 
cyst — A sack containing a fluid. f / 
» 
? 2 
deciduous teeth — The first set of teeth, also called an 
“‘baby”’ teeth 
4 2 
dental abscess — An infection at the root end of the tooth. A ( 
; : : >p>- 
dental floss — A waxed thread used to clean between teeth. 
Pw — 
dental mirror — A mirror used in the examination of the A 
teeth. 
nN , 
dentalgia — A toothache. i P / 


dentigenous cyst — A bone cyst containing fluid and tooth / / »y 


& * anc t i—_, 
r arti ie ) ~ 
dentin — The main part of a tooth. It resembles bone and ( 
encloses the tooth pulp and the root canal and is covered 
by enamel above the gum and by cement on the part em- 
edded in the jaw 


dentinalgia — Pain in the dentin. ( ‘ 
7 
dentition — Teething 
( . — 
~ 7 
devitalized tooth A tooth from which the nerve has been {, y v, 
removed. 
{> 
disk — A cutting instrument. A 
il 
c 
distal surface — That surface of a tooth away from the a é 
center of the dental arch. 
Oe 7 
\ ' “a 
edentulous — Without teeth. 6 
7 7 aD 
electric cautery — An electric instrument used to remove or ~ 72 
destroy tissue. 
enamel — The hard cover of the tooth crown. om 


epulis — A tumor of 





ethyl chloride — An anes 





a 
7) 
' 4 
eugenol — An analgesic. / 
———— 
’ 9 
excavator — A sharp instrument to clean out a cavity for F 
‘ ng a 
c 





exodontia The bra f 


extraction of teeth 
exodonist \ dentist Cla 


explorer A tr ent 
extrusion 
eyetooth 


forceps The ¢ tong 
fracture A broke 


gos machine \ 


gentian violet \ 7 eat 
giant cell epulis 
gingiva That 

gingivectomy l x 


gingivitis I 


gutta-percha \ iter 
hand drill A istrume 
hemorrhage Bleeding 

hemostatic agent 


herpes labialis \ lds 


histology The microscopi tud 


hydrocolloid 
hydrogen peroxide A disinfe 


impression compound Materi 


bund 
incisal 


incisors The four ff 


inlay \ filling for a tooth cz 


avity and cemented in 
iodine A germicidal agent 


jacket crown An 


labial surface — The surface 


White patches 


leucoplakia 


membrane. 


surface The 


t 


lingual 


yngue 


idition that 


malignant — A 


malocclusion — A closing that 


mandible The lower jawb 


matrix band — A thin metal 


' th 





surface The cutting 


Strip that 








is bad or abnormal 


ye, 


oth to shape a filling. 

maxilla — The upper jawbone. 

mesial surface — The surface of the tooth facing the center 
»f the dental arch. 

molar — Each of the last three teeth on each side of the 

ind lower jaws. 

mouth prop A rubber wedge used to keep the mouth open 
wi being done. 

neck of a tooth — That part of a tooth between crown and 
root. 

nitrous oxide - ral anesthesia gas. 


40 
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novocain \ " thet 
“yy 
occlusion I ging into contact of the of ing sur- 
t 4 , ° 
fo f the t j pert t é \ f 
ao’ 
odontectomy I t va f a toot \ tting it M 
< 
odontology I tudy and treat t of teeth. ( 
odontoscope 
¢ 
4 fs 
oral surgery \ f ——_ 
e 7 
orthodontia — 1 ra f dentistry that d 7 
f 1 f P 
osteoma \ < 
ra 
pedodontia I tist ed t en. ( 
penicillin \ 
C = 
periodontia I f the tissue that supports the teeth. € 7 
4 
( : f 
periodontoclasia \ f - C 
periosteal elevator \ int instrument ed to lay t 1e€ = il Q 
&, 
periosteum I t ie that vers the 1e. rd 
plaster later to make a re 1 oF z jel of 4 (A 
pontic Pertaining to a bridge c- 
pregnancy tumor \ growt gu (+7 
premolar ' 
C o—e 
surface That part of a tooth that touches the C 


proximal 


1ing toot é , 








pulp tester \ nstr t used to test t : ( 5 
C{ _ 
L 
pyorrhea A degenerative infla ation of the gum tissues; As 
rina f givitis 
rongeur — A *-Cutting instrument. : ¢ 
root I inexposed part of a tooth, ed 
~ ‘ 1 —_ ) 
root canal The nerve anal of the tooth. > 
rubber dam A thin eet of elastic rubber that is used to ‘ 
keep teeth dry during some dental operations. G4 — 
saliva — The fluid that lubricates the mouth. 
saliva ejector — A pump that removes saliva from ith. 
R n © 
sarcoma — Bone cancer. 
oe LF 
scalpel \ traight knife with a thin, keen blade mc - 
. — 
sterilizer 4 machine that is used to sterilize dental an # 
instruments 
5) 
supernumerary tooth — A tooth that exceeds the usual num- —_—_ 7 
ber of teett 7 


syringe An inst 





nt used to inject or flush. “7 
od P ; ; “aa 








tartar The s sediment that is deposited on t ; 

teeth. 
terramycin — An antibiotic. ZL (w aa 
trauma — An injury or its resulting conditions. ja 
trichloroethylene — A general anesthesia gas. = <2” 


X-ray developer — A solution that is used to devel X-ra ZL - _ 
films ‘& 
' id ) ) 
X-ray fixer — A solution used to fix or hold deposits made ran 


on the film. , 


y 
X-ray temperature control — An instrument that ntrols the Fe ¥ 
temperature of X-ray chemicals. 
ioe 
X-ray timer — An instrument that times an X-ray devel pment. 2 {— ( 
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¥2 ~ 77 v9 
simplified 
p We #7 48 v9 50 s/ ja £4 
PUZZLE . oe 
T gh Lesson 30 dd - 
; 63 4 ‘5 as 
prepared by Ruth H. Smith 
Maine Twp. High School West 7 70 
Des Plaines, Illinois 
73 74 
HORIZONTAL 
1. Scale of standard measurements; 67. With consideration and care for others 50. Likewise not; neither 
instrument for measuring 69. Attack on all sides; hem in by enemies 51. Air inhaled and exhaled in respiration 
4. Separate into parts 70. Individual quality that makes.one person 53. A message transmitted by radiotelegraphy 
7. Small insects different from another 55. Soil (noun) 
9. Talk jokingly; a young goat 72. Get something from a person with the 57. One who feels superior to others and lets 
12. Take what is given or offered understanding that it must be returned them know it 
14. Anything kept back for future use; 73. Life 59. To draw air audibly up the nose 
a quiet manner that keeps people 74. A hollow space underground 60. To labor as a servant 
trom making friends easily 75. Make very wet 61. A means of warding off attack 
16. Feeling regret or pity 76. Equip with masts; get ready for use 62. Place where goods are sold 
17. Give credit for 64. Live in a certain place 
19. Stiff, sticky kind of earth that 66. Sixty minutes (plural) 
can be easily shaped when wet and 68. Not bound 
that hardens after drying or baking VERTICAL 70. Remunerate 
20. Having to do with special facts of 71. Antonym for high 
a science or art 1. Thankfully; with feeling of gratitude 
21. Made firm or rigid 2. Inquire of 
23. What we think of at Hallowe'en time 3. Rude, sarcastic comments 
(plural) 5. Wrath 
25. Sum of money paid for a service 6. Deduct a certain percentage of an amount or 
27. Of the mouth; spoken cost 
28. Right to command and to enforce 7. Considering that; on the contrary; since APRIL SOLUTION 
obedience; source of correct information 8. One person or thing 
29. Change the color of 9. Drinks that teen agers go for 
30. Short literary composition 10. To merit or deserve 
32. Well-bred 11. Wane; descending slope; fail to accept 
34. Pay back 13. Refuse assent to a legislative bill so as , 
35. Winglike part of a fish's body to prevent enactment " 
36. Something one has in mind to do; 15. Not well 
intention 16. Freedom from anxiety; something given to 
38. Self make sure the fulfillment of an obligation 
40. Light, sharp sound like that of a key 18. A cleansing agent to take the place of soap 
turning in a lock 20. Pain in a tooth 
42. Wash lightly with clean water 22. To run away from danger 
45. Upright frame for holding a picture 24. A small, sharp explosive sound; a drink | 
46. The color of blood 26. To represent in words 
47. The front of the head 29. Assert; affirm; make clear 
49. Empower or make possible 31. Dry 
52. Feel an interest 33. A piece of glass in spectacles it | 
54. Comfort; lack of effort 34. Like a rose; promising success ' 
55. Do business; distribute playing cards 35. Pertaining to the body f 1 
56. Pole with flat end used in rowing (plural) 37. On top of t 
58. Beam of light 39. Past participle of ‘‘go”’ . 
59. Number of things placed one after another 41. Allow May solution next month 
61. Lack of sameness 43. Round; globular 
63. Things made of iron 46. Trustworthiness 


65. Opposite of late 48. Narrow street behing buildings 
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BROWNVILLE 


Paper Company 


Brownville, New York 


The Ten Commandments 


.. were chiseled into stone high 
atop Mt. Sinai, and presented 
to the world by Moses. 


Today. instead of being chiseled in 
stone, important documents are 
typewritten with copies on 
watermarked Sea Foam Bond— 
America’s leading second sheet. 


Watermarked Sea Foam permits 
13 legible copies. lays flat. nevet 
creases or curls, erases in a whisk, 
and is available in seven colors 


for better. easier channeling. 


Teachers, Secretaries. Bosses! Write 
on your letterhead for the Sea Foam 
sample packet, today. Write Dept. T561. 














Sane Thte Bearlliful Eyer 







Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 




















j~~-~MAIL COUPON TODAY——~-; 
| RITE-LINE CORP. | 

4209 39th St.,N.W., Washington 16, D. C. | 
| Please send me a free copy of your Folder. | 
| Nome 5 | 
| Address a | 
| oe Zone State | 
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PENCIL SHARPENERS 
z 4 
r ‘ 





Vv 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 
every model. All sharpeners EZ 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 











the hired kind 


but on a meager basis .. 


help used it regularly 
. a few hours 
.- one day 


a week ... two afternoons .. 


a month . .. and then generally for 


heavy cleaning and ironing. 
We got ou 


in terms of 


most revealing answers 


interest and in terms of 
interpretation when we asked our group 
to list the five major satisfactions of 
their present lives in order of impor- 
tance. Confirming our feeling that none 
of these women were true “career” types. 
we learned that husband and children 
receive the majority of first-plac e choices. 
Where women put “marriage” as a first 


able, 


study of their answers. to deduce whether 


choice. we were through further 


they meant a loving relationship with 
hushand and family or. in some cases. 
merely the outward appurtenances of a 
certain social position. Marriage as a 
position got a small but noticeable vote. 
greatly outdistanced. however. by di 
rect votes for “husband” and “children.” 

Another important first choice was the 
mention of a= rich spiritual life. con 


firmed by leisure-time activities that 


centered) around church requirements 


Altar 


received a distinguishing 


from Sunday School to Guild. 


Health. Loo, 


number of first-choice checks. But signifi 


cantly enough. though the job was by 
far the most important second or third 
choice candidate. it made top rank only 
eight times. Home . . . that is— the 


house and its environs. alone with friends 
and relatives. received significant recog 


nition. Creative and = social activities 
were also among the top satisfactions 
Actually. possessions as such. money as 
a thing in itself. security as a true 


ranked 


human relationships and the basic com 


satis 


faction nowhere near to warm 


forts implied in the word “home.” 


Just for fun. “loafing” got three votes 
and we suspect might have garnered 
even more. ~“Self-sufliciency” got 8 votes. 
“freedom” 4. “service to others” 11. 


“achievement” 14. One frankly appeal 


ing lady considered “appearance” a 
major satisfaction. but before we raise 
any doubts about her modesty. let it be 
known that in another part of the ques- 
tionnaire she tells us that when = she 
staved home she was a hopeless “frump.— 

We devoted a page and a half of ou 
Many of the 


vidual conclusions we drew came from 


study to children. indi- 


the attitudes of working mothers toward 
We think 


we can definitely say that these respon- 


their maternal responsibilities. 
sibilities are taken very seriously. and 
that we had no indication that working 


seems to have harmed any of the chil- 


dren. 
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.. lets say in any blatant fashion. 


m 


ne 


ne 


ne 





we had neither the means nor the 

time to question more closely. 
Only five mothers stopped work when 
they became pregnant, the majority con- 
o work well into their seventh and 
th months. There were two brave 
who practically left the office for 
hospital. In families of more than 
child. circumstances dictated how 
the mother worked and how soon 
she returned to work after the birth of 

her babies. 


Less than half of our mothers had 


hat we would call grown” children. 
But many defined “grown” for them- 
ves. as being without the need for 
onstant supervision, and so the term 


is applied to children from = the age 

10) up to college age. As a matter 
of fact. so manv children of 10 to 12 
ere without actual adult) supervision 
from the time school let out until five 
or five-thirty every afternoon that. it 
seems to us to be a rather serious prob- 
em. However. local custom. a suburban 
or countrified environment where = chil- 
dren would ordinarily roam a wide area 
insupervised even when mothers stay 
home might be mitigating factors. 
Younge children vere most otten 
taken care of by their grandmas or a 
paid housekeeper or maid on a full-time 
basis. Neighbors. relatives. babysitters 
and child care centers took care of 
others. Our part-time mothers are home, 


lergartners and 


of course. when their kin 
irsery schoolers need them. 

Next month, we will complete our sur- 
vey answers and conclusions. We want 
to know why these women returned to 
work after they had their families. 
We're sure youll be interested in their 
personal comments on what they con- 
sider a husband's prime duties. what 
they might do if they had it to do over 
and further statements they had to make 
on the lot and life of working wives. 

We also sent a separate questionnaire 
to husbands who. while they were not as 
Pager to co-operate, ce rtainly presented 
their views strongly. 

Well. so far... are vou average? 
We think not. If we have drawn one 
mportant conclusion from this over-all 
study, it is that women’s lives. no matter 
how discouraging, disillusioned, crisis 
illed they may be are far more interest- 
ing than many men’s lives. Women 


may be over-sensitive. over-emotional, 


nonlogical and unreasonable. but they re 
never just dead-weights . . . ciphers. 
Certain} 


ly every working wife. happy or 
not. every working mother has led and 
wil continue to lead her life positively 


t let her life lead her. 


Vay 196] 





How Machines Read 


This New Language 


£3b"829! . . . machines that can read... per- 


—-. 
BRAND NAME forming instantly and accurately tasks that take scores 
SELECTOR of persons weeks to accomplish! The scope and impact 
A op , Sey P ; I 
Business of their fantastic abilities on the world of business are 
Writing just beginning. 
Supplies In the field of banking, for example, modern electronic 
business equipment reads a special language of its own 
RIBBONS ee ally. 
to sort, list and post checks automatically. The ability 
Classic Pinnacle of the equipment to recognize these symbols depends 
Commander Rainbow upon the quality and strength of a unique magnetic ink 
Marathon Silk Gauze ae 
used to form the image. 
ARBON PAPER RIBBONS : . 
c Columbia M-50 Columbia—long a leader in research and development 
4 Na Vi-o . . . ° . 
Columbia PF.75 of carbon papers, ribbons and duplicating supplies— 
has played a major role in the development of these 
CARBON PAPER magnetic inks. This scientific breakthrough is even 
Accountant Special more significant because it is the first in a field whose 
H >; 4 . . ° 
_—_ d —— boundaries are yet unmeasured .. . a field in which 
ommande astiso . a 
Seiden / er wee Columbia is most capably equipped to pioneer. 
Silk Gauze 
DUPLICATING SUPPLIES 
Colitho Offset — 
Ready-Master Spirit - 








Ribbons - Carbons - Duplicating Supplies 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF, 
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NO. 838 
BALL POINT 
—_— 


Ever wonder how to 
erase ball point pen 
and pencil writing 
cleanly and efficiently? 


_ 


Appreciable time-savers, Weld 
on Roberts Ball Point Erasers 
are particularly formulated to 
do the job easiest and quile k 
est. Eraser styles and shapes 
to suit vour convenience. All 
are all-quality, manufactured 
by the World's 


Eraser Specialists. 


Foremost 


fastest ball point 


For finest, 
erasing, put in a supply of 


Weldon Roberts Ball Point 


Erasers today. Available from 


i Ball Powit No138 


Engng 


your stationer. 


BALL POI NO. 38 
te 36 MADE '§ USA BALL 
PEN-PENCH POINT 





Walden Roteits 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


oon v TU CoV SU Ds OS aS a” 


World's Foremost Eraser Specialists 3 \ 
227 

No. 138 BALL POINT. Convenient, spiral- fl 
wound, paper-wrapped, pencil shaped eraser, 1 


with pull-string for easy repointing right at 


your desk. Quality-formula green rubber core. 


No. 838 BALL POINT ‘‘JET’’. Exceptional 
pocket and desk eraser, with famous Weldon 
Roberts Ball Point green rubber core. In 
clear plastic holder with pocket clip at- 
tached. Holder cap unscrews so eraser core 
can be moved outward. (No. 8380 Ball Point 
Jet Eraser has whisk brush attached instead 
of pocket clip) Not a mechanical gadget! 
Refills, of course. 








No. 38 BALL POINT. Weldon Roberts Ball 
Point rubber, in attractive green color and 
dy elliptical shape. 
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FILING 


spondence from them and file it alpha- 


Continued from page 15 


betically in the appropriate miscellaneous 
folder. Some secretaries have found in- 
dividual folders that contain only one or 
two pieces ol correspondence: this is an 
expensive luxury. 

3. Replace individual folders that are 
in poor condition with new ones. Put only 
current papers in the new folders, then 
place them behind the correct guides. 
Temporarily store all of the old individual 
folders containing inactive correspond- 
ence behind the last folder in the drawer. 
folders 


wherever needed. Leaf through each mis- 


6. Prepare new individual 
cellaneous folder. Whenever you find five 
or more ple Cs ol correspondence related 
to the name of one person or company, 
remove them and label a new individual 
folder for the name. Insert the papers and 
file the new individual folders in proper 
sequence. Remember that correspondence 
within individual folders should be ar- 
with the 


ranged chronologically latest 


date in front. 


Third to Thirteenth Days—*File- 
cleaning” Drawers C-D—XYZ. Fol- 
low the above six-step plan for each file 
drawer—one drawer each day. During 
this period you will be able to file and 
find correspondence in the normal man- 
ner because no file drawer is ever com- 


pletely disrupted. 


Fourteenth Day—*Juggling™ Day. 
This is the day to move all of the old 
materials and inactive records to the bot- 
tom file drawers. The top three drawers 
of each cabinet will then be free for ac- 
tive records, and the discomfort of work- 
ing at bottom file drawers will be re- 
duced to a minimum. It is easiest to 
“juggle” one of the three cabinets at a 
time by following these five easy steps: 

1. Remove all the materials (old mis- 
cellaneous folders, ete.) — temporarily 
stored in the first file cabinet and place 
them on a table or shelf for a few minutes. 
Each of the four drawers will now be 
about 3 full. 

2. Remove the materials from the front 
4 of drawer “C-D” and place them in the 
back of drawer “A-B.” 

3. Remove the materials from the front 
1% of drawer “E-F™ and place them in 
Ti 

1. Remove all the records from drawer 
“G-H” and place them in the back of 
drawer “E-F.” 


5. Place the inactive records in drawer 


the back of drawer 


“G-H.” Organize them as you did the ac- 
tive records. 
Follow similar steps for the other two 


file cabinets. If the file drawers are only 





14 full when you originally remove the 
inactive records. then use both the top and 


bottom drawers for inactive files. 


Fifteenth Day—Finishing Touches. 
To top off your file reorganization, here 
are seven things to do the last day: 

l. Relabel the file drawers to fit the 
new organization. 
2. Put one or two out guides or out 
folders in the front of each drawer, and 
be certain that whenever a folder is re- 
moved, an out guide or folder replaces it. 


3. Insert special name and subject 
cuides in front of the folders to which 
they refer. 

1. Although you will prepare cross- 
reference sheets as corresponden e Is sent 
and received. now is the time to check 


your present cross-references. Prepare 
new sheets for spots where they are vital- 
ly needed. Put the rest of the sheets in a 
convenient place. Be certain to use these 
sheets whenever a piece of correspondence 
is likely to be called for by more than 
one name or subjec a 

3. Most file suppliers sell charge-out or 
file-requisition forms. Or, if you wish, you 
can make your own. But they should be 
available to records 


“sign-out when 


they are borrowed. 
6. Ask 


initials or the date (release marks) on all 


your employer to place his 
incoming correspondence he wants filed. 
This will prevent the common mistake of 
filing every incoming paper. 

7. You and your boss will want to de- 
cide (if you haven't already) how long 
records should be kept before they are 
destroyed. A device that is successfully 
used in some businesses is for the em- 
plover or secretary to w rite on the record. 
before it is filed, the date it is to be trans- 
ferred or destroyed. 

By following a maintenance plan like 
this. it is very likely that vour files will 
not need “spring cleaning” in 1962, and 
they will contain “instant everything” the 


vear round. 





(Key to project on page 38) 


Letter | 
Line 1 


unfortunately: 


should be 7; line 7 


personnel has two n’s: 


reviewed ; line | 
line 9 
line 11—Be consistent and have beth sales and 
management in lower case or, if you prefer, both 
capped; and these are two separate areas, so 


fields should be plural; line 14 


interested 


Letter 2 
Line 1 


using: line 5 


preferred form is inquiry: line 2—our 
preferred has two r’s and should 
by syllabicated refer-red; line 7—omit now (you 
have already said “At the present time”): line 
8—therefore; line 9—ac-cepted, not ace-epted: 
line 10—about or approximately but not both: 
line 12—very much impressed: line 15—comma 
before the and, no comma after it; line 20 
better to say 
accepted.” 


“date on which bids are to be 


TODAY'S SECRETARY 








WORDS Continued from page 42 


hree nights a week. Your curriculum 
suld provide new outlines. reporting 
<pedients and dictation aplenty at your 

irticular speed (more about speed in a 

ite). Your course will perhaps in- 
de a review of English and will at- 
pt to familiarize vou with law and 
nedical terms common in a courtroom. 

Now practice. Speed is bound to 

me if dictation is regular and you 

rsist. The idea is to have a regular 
eekly schedule of reading rules. prac- 
cing with old and new matter and 
reading vour notes back. This last is 
very important indeed because the acid 
test of a reporters ability comes when, 
ith only the slightest hesitation. he 
eads testimony back fluently when re- 
juested by Court or counsel. 

First step? Find someone to give you 
lictation. Or. you might preter to use 
ecords. There are a number of different 
sets available in speeds of seventy-eight. 
forty-five and _— thirty-three-and-a-third 
rpm. One good thing about records 
you can repeat again and again what- 
ever vou need to practice most. 

Practice on a_ piece of material 
speech, newspaper editorial or article 
or about three minutes. at the highest 
speed you can write. (We're allowing 
hat you now take dictation at eighty to 
me hundred.) Write that piece as if 
vour life depended on it. Don’t bother 
ihout phrasing or form: just get it down. 
Now read vour chef-doeuvre. Check off 
verything you have wrong and practice 

correct version. Take the same mat- 

r over at a verv slow speed, so you can 

ke virtually perfect notes with all cor- 
ections included. In the practice time 
remaining. increase your speed on the 
same material until vou can take the 

cle well at the first dictation speed, 

Somewhere along the line you'll find 
your speed Is up to 110 or Lod wpm. At 

point and not before. according to 
~everal experts. you can quit repetition 
ctice altogether. Now write every- 


ng once only. at vour best speed, al- 
going back to correct wrong out- 

ind finishing up with a session of 

Ing pertect notes. If you proceed in 
fashion, youll be a shorthand re- 

er within some two or three years. 

O youve studied and practiced, and if 
e really persisted, you'll find your- 

t perhaps quite without knowing how 


ot started. reporting sermons on 


. lectures on Monday. political 
on Friday. Someone will hear 
ire better than average when he 
i reporter for a sales convention: 

Continued on page 52 
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STAMPAD 


and 


OVER-TYPE 


\ 
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BOs! lef for Al SOO 


STAMPAD! 


World's first Thin-Line 
Pre-inked pad! 


@ No more reinking! 

@ No more clumsy messy 
ink bottles! 

@ Stampad is dry! 

@ Thousands and thou- 
sands of impressions 
from each Stampad! 

@ Makes all other ink 
pads obsolete! 


eee eeeeeeeeCeee eer eee ee eee Se SSS 


Fe. 


OVER-TYPE 


Correction Paper 


Only correction paper available 

in handy dispenser form! 

@ No loose messy sheets or scraps! 

e@ Handy dispenser—holds year's supply! 
(for average typist) 

@ Just slide out exact amount of Over- 
Type, tear off and make your errors 
disappear! 

®@ Over-Type eliminates smudges, 
lost time! 

®@ Makes erasing old fashioned! 





Here’s your chance fo try 2 of the world’s newest products 
from OLD TOWN CORPORATION...SEND TODAY. 








CORPORATION 
750 Pacific Street, 
Brooklyn 38, N. Y. 

makers of 

@ carbon papers 

@ inked ribbons 

@ spirit duplicating 

machines and supplies 

@ copying supplies 


kak kweKkeKeKeKK 


[ Please send me both STAMPAD and 
OVER-TYPE. Dollar enclosed. 


ae 


COC cncentntepinenemnrretmnn 


Address___ 


City— 
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LETTERS 


Continued from page 16 


not borne out by using the extreme 

blocked stvle. Can you imagine how much 

—_— 1 | 

more etlectivels the content would « 

brought into focus with the modified 
letter stvle? 

Another example of how to select a 


| 


letter style to complement the context 1s 
exhibited in the fourth letter. Since it is 
short. the typist double-spaced the body 
to fill up the page. But, being a courtesy 
letter. brief and to the point, its tone is 
smothered by the oldest, most time-con- 
suming letter style in existence. A mod- 


ern stvle such as the modified would be 


much more appropriate and attractive. 

You can see wiy the matter of good 
looks in letter styling requires such care- 
ful thought—there’s both the message of 
the letter and the design of the letterhead 
to consider. 

Some additional letter-typing funda- 
mentals: the size of the letter determines 
the width of the right and left margins 
and the white space al the bottom of the 
page. There are ten spaces to a typ writer 
inch on a pica-sized typewriter and twelve 
spaces to an elite inch. Formerly, typists 
used forty or forty-eight characters pet 
line for a short letter, fifty or sixty char- 


acters for one of medium length and 
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for faster 


filing, finding 





Verti “Swing. 


hanging folders by Globe-Wernicke 


Greatest thing since the typewriter! Verti-Swing hanging 

folders fit any filing system, automatically form a pocket that 
remains open while you're filing or finding and prevent papers from 
slumping or sagging. Movable folder tabs, always on an even /evel, 
are located at a glance. Verti-Swing hanging folders slide easily on 


a sturdy steel frame adaptable to any standard filing drawer. Available 
in legal and letter size, with 1/5 or 1/3 tab cut. 


“See your G/W dealer, listed in 
Yellow Pages under “Office 
Furniture’ for complete line of 
‘Secretary Approved” filing 
supplies, or write us 
direct, Dept. 1-5. ‘ 





THE GLOBE-WERNICKE CO. 
NORWOOD, CINCINNAT! 12, OHIO 





<ixtv or seventy-two characters for a long 
letter. Today. the short size has been al 
most eliminated. the two longer forms 
being more frequently used, 

Sometimes typists will use the paper 
bail rollers to determine margins. The 
rollers are set approximately an inch to 
an inch and a half from the edges of the 
paper. For a long letter, margins are set 
at the outside edge of the rollers: for 
short and medium length letters. margins 
are set at the inside edge of the rollers. 
For long and two-page letters, one to one 
and a half inches should be left for the 
bottom margin. For all other letters, one 
and a half to two inches suffice. 

Often a typist will underjudge or over- 


judge a letter’s length. This doesn't mean 


that the letter must be destroyed and 
started again—in most cases. good place- 
ment can still be attained by adjusting the 
vertical spacing of the closing lines. For 
example, usually three blank lines are 
left between the complimentary closing 
and the signers typed name or office. 
Letter 3 ran long. To achieve proper ver- 
tical spacing, only two blank lines were 
left between “Cordially yours” and “Sam 
ONeill.” Usually one blank line is left 
between “Vice-President” and the refer- 
ence initials. Another line could have 
been saved in this case by typing the ref- 
erence initials on the same line as Vice- 
President. 

For the opposite occurrence. if a letter 
appears too high on the page. extra spaec- 
ing can be added for proper balance. 
Letter 4 was lengthened by adding two 
extra spaces between “Yours cordially” 
and “Arthur Maxwell”—in other words. 
the typist spaced down six times instead 
of four. You will also notice that the 
space occupied by the signers name and 
office was lengthened by double spacing 
the two lines. And two blank lines instead 
of the usual one were left between the 
office and the reference initials. 

Now for the original question: Which 
letter has the most eye appeal? That's 
right—the first one! 


ee 
HAIL 
FAREWELL 


owen . 
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GET AH EAD Continued from page 19 


Opportuntiy lor doing what needs to be done also 
lurks in some less apparent and less glamorous 
places. A beginner display da good deal of initiative on 
her first job After three weeks of heavy dictation. in 
onnection with a big sales meeting. her boss left tows 
o attend the onference. The secretary had nothing to 


do. so she cleaned out the de partme ntal files. With time 


eft. she asked the head of the secretarial department il 








there were old tiles she could weed out. She wanted to 

ve useful. and she felt she could eget better acquainted 

vith the business that way. 
Six months ter. this secretary s boss asked her to 

hind some mportant correspondence dating back to 

1931. He mentioned that it would be quite a task to 

wade through the old files But the secretary ore 

membered the letters from her clean-up stint and 

brought them back in two minutes. | 
Phe climax of the story is that eventually the secre- OH © 

tary became an official and part owner of the agency | 


where she was employed | it’s great to be 


If vou hesitate io do some tasks because they re “not 
vour department.” take a leaf from the notebook of a | ® 
woman who ts « orporate secretary ol a Management con- in N EW YORK 
-ulting firm. She's a firm believer in doing whatever | 


needs to be done “When vou move up. dont feel that : ’ 
inv task is beneath you. Right after | got my fancy --- especially when you live at 


title. someone called to ask just what my job duties were. | 

| explained that they varied: at the moment | was wash- | ™ BARBIZON 

ine ash trays after a staff meeting.” | for women! 
Secretaries who have made themselves invaluable to | 

their bosses—-and who want to get ahead-—conside1 I+ you're coming to New York City to work 

initiative as a duty rather than a prerogative. It takes or attend school—stay at a hotel that’s just right 


for you. You'll meet the nicest people, young career 
; women, many of your own classmates, more than 
take action without being told. likely. And the Barbi h hi , ’ 
; ikely. And the Barbizon has everything— swimmin 
June Wilson. writing for the //erald Traveler. urged y : ; ; ry 8 6 
pool, solarium, music studios, library, all hotel 
services. All rooms have radio, TV available. 


self-confidence and courage to introduce a new ick a or 


secretaries not to be shrinking violets. She proclaimed, 


“Never ask the boss anything. tell him. 





“The surest thing that happens in an ofhice is that the Relax and enjoy the Barbizon swimming pool 
é : ‘ . or lounge on the roof-terrace where you 
oss gets busier the longer he is in it and the higher he overlook the world’s most enchanting skyline! | 
climbs. The more advanced his job. the greater his bur- 


den of decisions . . . so the simpler a secretary makes 
it for him to arrive at them. the better off everyone is 

‘lve set up a meeting with Mr. Crimp and Mr. 
Crump for Tuesday at 10:30 This is telling him. If he 


says “Okay or nothing. it means the same thing. But he 





may say. “No. Thursday at 3:00. Either way. she has 





the decision and has saved time and words.” 


If you are inspired to start or increase using youl 





initiative. there's no better time than the present urn 


every circumstance to best advantage. A story in Cap- 


On the Smart East Side... New York's 


per s eekl ~ es is ) i Cl Ne e Veil: + . r , 
: Weekly illustrates this principle very well Most Exclusive Hotel for Young Women 
\ driver had backed his dump truck too far over a 


. Daily from $4.75. Weekly rates on request 
fill and found that the weight of the load had lifted the 


front end several feet off the eround. . 
“What are vou going to do now?” asked anothe 
driver. 


The first driver studied the situation. then replied. “'l Lexington Ave. at 63rd St., New York City 


think Vl erease it. Vil never have a better chance Write for Booklet E-5 
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STYLEWRITER 
Carbon Film. 
- Ribbon 7 
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Silane 


No breaks! 1200 feet of a ( F Q 
ARBON | ILM TF\IBBON 


crisp, continuous typing. 
Unsurpassed for reproduc- 
tion work. Your timesaver, 
nervesaver, lifesaver! 


C) THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 











Always Sharp! 








(Low cost 
X-acto “Refill 
Blades” 

keep it 

that 

way) 


NEW! x-acto” 
SECRETARIAL KNIFE 


perfect for Office Personnel 
and Executives, too! 

For newspaper and magazine clippings, correcting 
spirit-type duplicating masters and Ozalid® typ- 
ing masters, Opening packages, steel erasure, etc 





e SAFE TO USE! 
Your fingers are never nea: 
the cutting edge. When 
closed ‘‘See-Thru’’ Cap re- 
veals the blade. 
EASY TO USE! 
As maneuverable as your 
ball-point pen. 


ALWAYS CONVENIENT! 
iF X 
Pamphlet) 


No. 3-ST 
PENKnife 


Complete with blade 
$00 


Available at your stationer 


Keep it in or on the desk 
.carry it with you. 


Write for free 
Office 


copy o} 


Knife 


-acto’s 


only 


HANDICRAFT TOOLS, INC. 


viv. of X-ACTO, INC. 


2 48-410 Van Dam Street 
Long Island City 1, N. Y 


y . A quick W 
and blade is in- 


tantly released for refil 
Takes 3 styles of blades 











BOSS 


only 


Continued from page 12 


a few of the things Capezio has had a hand (or foot) in. 


“We try to keep pace with what is happening in the dance 


its needs. We worked for 


world and a long time 
ballet slipper ~~ would give 


anticipate 


until we perfected strength 


without corresponding weight.” He dangled one gently by its 
“Then with Wicien Dance 


something to protect the ball of the foot and still 


long pink ribbon. there were new 
problems 
illusion and freedom of dancing barefoot.” 
Needless to sav. ¢ 
“Weve 


that could he 


vive _ 


apezio found the answer. 


always worked to bring dancers the very best shoes 


made at a price they could afford to pay. The 
vou know, 


Here hye y 
of the 


dancer, has always been notoriously poor.” 


in a detour that provided insight to 


Starting 


another part 


ep Sommers story. with a strongly expressed 


hope that dancers in this country will soon receive not only 
‘ater recognition, he rapidly touched on five 


Among 


| 
business realize 


more money dinika 
or six other saa ts equally close to his heart. them: 


Segregation: “People in show that we re 
ill just people.” 
“Here in 


Its time we 


Salesmanship: America we are the best salesmen 


in the world. vot started on the biggest selling job 


weve ever had—selling our own way of life to the rest of the 


WO ld.” 


Waste: “En m in 


| 


ob mortescence 


The New 


favor ot obsolescence. but not 


planned 


Frontier: “Exciting thin 


gs are happeni espn 

cially the Peace ( orps. | = my crandnephew will apply 
when he gets out of colleg 

Obviously. this is a man sr in much bevond the 

selling of shoes. And it is for just this reason that he has beet 


ible to bring to what is basically a business a spirit of unique 


ness and excitement. 


“The decision to go into the fashion field was based on 


said. again 


dancers found 


several things.” he anticipating our question, “A 


lot ot the our ballet shoes so comtort able they 


“Why not make 


with the best 


began wearing them off stage thought. 


» £0 We 
i shoe combining the comfort of the dancer's last 


in contemporary fashion?” Here was a way to offer 


\merica 


shoes—the 


vounsg 


things but can’t afford custom-made 


benefit of all the 


who likes fine 


things we had done for the 
theatre.” 
Not only were the shoes well 


pri ed ($8.95-816.95). but 


lhe results were instantaneous. 


made, comfortable and reasonably 


they also had a special excitement that hit the fashion world 


| | 
like iil iendly evctione, 


Ballet slippers for street wear, soft leather shoes, the unde 
slung heel, the comfortable vet chie string heel, stripes. polka 
dots. mad, mad colors. The fashion editors flipped and the 
iwards started rolling in—the Winnie Coty Award, the Fash 


Neiman Marcus Award. 
blatant. 


ion Critics Award. the On the 


same 


tide came the imitators. many and 


Next to find their way off stage were other items of dance 


wear, principally the leotard (named after French trapeze 


artist Jacques Leotard for whom it was first designed). This 
appeared in various and disguises everywhere 


to the 


has now oUulses 


campus and, of course. it W 
apezio shares the fate of the 


Mi helangelo lo Ja queline Kennedy. 


Ben Sommers views this with mixed emotions 


from the seashore as imme- 


diately copied, ( famed from 
it’s flattering 
a degree. 


ballet 


but disconcerting to be imitated to such 


However. when he’s not attending festivals. shoe 


fairs or conventions (“I try keep my traveling down to 
twelve weeks a year’), he’s presiding over creative meetings 
on the second floor of Capezio State Headquarters. 


TODAY'S 


SECRETARY 











the conference room, with the Capezio Declaration of 


Independence hanging nearby (* . retaining my rare indi- 


duality, Vl keep my fancy unfettered like a dancer's”). 


Ben Sommers is working hard to keep Capezio several light 


irs and a few entrechats ahead of everybody else. 





SECRETARY Continued from page 13 


There is also a newspaper. The Capezio Trumpet (~All the 

vs that’s fit to footprint. ) published by Polka Dotta. con 
taining articles by and about such personages as Polka Dotta. 
Post Doctorate and \griculture and Doctor Polka 


Hotta. 


Secretary of 


eminent anthropologist and time capsule 


expert. \ 
pical filler in this hewspaper says, simply. BE NICE, 
After a time, you become utterly convinced that if vou 


were 


upon him sitting quietls 


quick enough you would come 


ing a radish (he "s ¢ sper ially fond ot these) or elimpse hin 


sunding a corner with a sedate little skip. 

P. Be. Was originally created, of course, as part of an idver 
“Ing campaign. Some where along the line he assumed in 
dentity of his own and no one is complaining, least of all Jo. 
no is delighted il finding his brightly colored image atop 
ich sheet ol paper she inserts in het typewriter. 

\fter only three months. Jo feels that she is still learning 

ins and outs of life in Capezioland. She was a bit reluctant 


to vo too deeply into detatle dl spec ifics of her iob t xcept to sav. 


Ost spec ifieally. that she loves it. 


“Every day is still a little bit different from the one befor: 
each brings something new to my attention. Basically. | 
indle all the details—the mail. dictation. filing and so on. 
\lost of the phone Ils go to Kav Layman, which is a blessing. 
nee there are so many of them I'd never be able to get a 

ne ¢ lse done.” 

Xo story about ( pez ould be omplete ithe further 
ention of Kay Layman. who seems almost as much in the 


pirit of Capezio as Polka Dotta himself. 
\ native Philadelphian. Kay came to New York via mat 
we. She took a job at ( apezio as a receptionist ind has 
wen here ever since —which in this case amounts to about 
years. She functions as a combination office manager and 
vht hand to Ben Sommers. working with the fashion and 
igazine people and expertly handling an enormous number 
phone calls to and from various points on the globe 
In addition, her knowledge of matters Capeziotic is prac- 


tically unlimited. She proved an enormous aid in filling in on 


pomts about whic h Jo. as knowl- 


as a newcomer, Was not yet 
edgeable. 
The pace. both Jo and Kay agree, is fast. fast. fast. 
‘The day starts at 9:30—this helps in avoiding some of the 


subway rush from Queens.” says Jo. who lives in Jackson 
Heights with her family, “and usually ends at 5:30. It’s not 
one of those plac es where you re working half the night or all 
day Saturday either.” 

But Jo. no girl to waste time, sets a vigorous pace for her 
evenings as well. While in high school, she took a commercial 
course. This was fine, job-wise. but now that she wants to con- 
tinue on to college she’s found it necessary to make up some 
academic credits this year, She plans to get her degree entirely 
at night. 

\ girl who enjoys traveling, Jo has spent vacations in Puerto 
Rico and the Virgin Islands. Next on her itinerary is the state 
of California. “I want to see if it’s really as wonderful as 
everyone says it is. But I'm not in a rush—first | want to get 
know my way around the State of Capezio.” 


it sounds like just as much fun to us. 
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She’s a 


MILLION 
DOLLAR 
SECRETARY! 








She's 


quiet — neat — efficient — and her 


wouldn’t trade her for a million bucks! 


boss 


What's her secret? Easy! She uses the revolutionary 


NEW 
O)LNS _ ) 
TYPEWRITER CUSHION 
You see, the Sorba-Sound cushion is the first 


really new typewriter cushion to come down the 
pike in quite a while. And it was designed with 
you in mind. 

The Sorba-Sound is all sponge rubber with 
sealed hard rubber air chamber pedestals at every 
corner! It muffles typewriter noise — stops annoy- 
ing creep and vibration — softens keyboard action. 
Your work is neater, less tiring and far quieter! 

You'll be happy with a Sorba-Sound typewriter 
cushion — and your boss will be happy with you! 
Tell him about the Sorba-Sound right away. 

P.S. Sorba-Sound is also available for office 
machines of all types. When ordering give make 
and model number. 


In handsome blue-gray finish. 










SORBA-SOUND 
Typewriter Cushion For 
* Electric Typewriters—$6.00 ea 
* Manual Typewriters—$4.95 ea 


Air-Chamber 
Pedestal 
TO ORDER — FILL OUT THE COUPON BELOW AND 

GIVE TYPEWRITER MAKE AND MODEL NO. 
ae ee ee eee ae ee eT ee ee ae ee ee ee oe 
EVANS SPECIALTY COMPANY. INC. 

P. O. BOX 8128, RICHMOND, VIRGINIA I 


PLEASE SEND SORBA-SOUND CUSHIONS J 
MAKE MODEL NO. 


—— 


ae 
FIRM__ 
STREET___ i 


CITY. — 


See SSB eee aaaanananaanea ea oat 


} 
} 
—— = = = oe 
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Binds without punching neat, safe, tight. You can bind in 
records easily (in seconds) and remove them just as easily (and as 


). No time-consuming prong fasteners. And the full strengt} 


Ol 





ie pressboard protects records, brochures, photos, artwork, 
hes and other materials-to-be-bound that need not be punched. 
In colors. Letter and legal size 


Urder from your stationer, or write 


MANUFACTURING CO. / HASTINGS, MINN. 


CHICAGO LOGAN, OHIO LOS ANGELES 





MAKERS OF FILING SUPPLIES AND STATIONERY PRODUCTS FOR THE OFFICE 








Why get lost in the shuffle... 
use modern Huron Copysette! 


Why put up with shuffling 
messy loose carbons and second 
sheets when you could be 
enjoying clean, convenient 
Huron Copysette? This pre- 
aligned carbon and second 
sheet unit makes your work 
go faster and eliminates 
ercbaletibel:ake) Mertaslele mittee: lace 
Try Huron Copysette 

and prove it to yourself! 


Write today for free 
samples and literature 


me mu ee 
No. 2,557,875 


PULL OUT Style 
MANIFOLD CARBON PAPER SETS 


Available in Canada through 


P 
APSCO PRODUCTS, LTD ADDRESS INQUIRIES TO DEPT. T 


Toronto; Cenada PORT HURON SULPHITE & PAPER CO. 


PORT HURON. MICHIGAN 


) 
s s , 
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WORDS Continued from page 47 


one of the friends you've cultivated in the reporting field 
will recommend you for an assignment. You ll be on the 
way up and. if you have some good fortune. you'll also 
have worked hard. And once you ve passed the ( ivil 
Service exam. you can laugh at Lady Luck. 

Speaking of ladies—-women are well received in the 
held and as ofhicial reporters can expect the same salary 
as the male contingent. This matter of salary is. olf 
course. a prime drawing card. Commensurate with your 
skill and your locale. as an official court reporter you 
may anticipate an annual income of $14.000 to $11.000. 
with additional fees for furnishing transcripts. Estab 
lished freelance reporters earn $6.000 to $18.000. 

Watching the reporter's interests and promoting an 
esprit de corps are the National Shorthand Reporters 
Association and state and local organizations through- 
out the country that work for legislation favorable to re- 
porters and minimum salary rates and establish clearing 
houses for employment. The Vocational Guidance Bro 
chure lists NSRA as “the only national organization of 
shorthand reporters to which all manual and machine 
writers are eligible for membership.” It aims to advance 
the interests of the reporting profession and familiarize 
the public with the work its members do. It also sets 
standards of performance. NSRA_ holds seminars and 
yearly conventions and provides members with copies of 
its magazine. (You ll find copies in your library. or you 
can buy them if you're now a student of reporting. ) 

As a reporter. or serious student of the profession. 
youll find new words cropping up any minute of the 
day. Don't let this throw you: the expert writes from 
mastery of system rather than mastery of subject. Neve 
theless. some basic equipment in your possession will 
minimize this difficulty: an unabridged dictionary. a 
thesaurus for synonyms. a book of quotations. a diction 
ary of law terms—-perhaps Black's Law Dictionary is 
the most definitive—-a medical dictionary. a book of 
anatomy. an almanac for miscellany and a_telephon 
hook with the classified included. 


Pints. in brief. is the story of shorthand reporting—an 
art as old as civilization. Shorthand has marked Egyp 
tian manuscripts. recorded Cicero verbatim and paeaned 
elizabeth I. Its a skill that has fired imaginations lik« 
that of Dickens and that carries with it greai_ profes- 
sional élan. In our own time it’s been responsible. to a 
ereat extent. for justice done and for whatever measure 
of satisfaction can be gleaned from such as the Andrea 
Doria ( a 

bs The trial continues. and we see Florence Lech 
leidet bend to her work. her hurrying hand ouided by 
pride in a job that’s hers alone and on which so much 
depends: to make the record. complete and impartial 
The characters. born so swiftly on the page before her. 
are the fruit of practice and devotion to her craft. First. 
of course, she had to have a dream. 





TODAY'S SECRETARY 








shopping spree 





CLIP-IT Key Casi 1 Cash Case. These 
ote-alongs are 3 bv 24 inches: come in 
ick or red leatherette. Key Case has 
ted insert for name, address, phon 


imber. Cash Case is lined: has molded 
ilders for different coins and clip for 
sills and—on this case you may have 2 o1 
} initials gold stamped. Each $1.50. both 
or $2.50. ppd Crescent House. Dept rs 


P.O. Box 621, Plainview, N. Y. 





4 TWIST OF THE WRIST is all you need if 
vou use the new Mix-Stir to eliminate 

npy gravy trouble. Mix-Stir has flex 
rte coil to get into every corner. 
Blends puddings, pie fillings, sauces: 
stops scorching and sticking. Stainless 
steel: 11 inches long. It’s $1.98, ppd.: 


from Walter Drake, Dept. TD-29, Drake 


Building, Colorado Springs, Colo. 


Jast Fill this Pen with Water 
aed it instantly 


— 





Tht AMAZING AQUA PEN! 
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BE THEY EVER SO LOVELY, violets that 
bloom in the spring soon die. Not so 
these “Africaners” that fool even the 
fussiest. Polyethylene pretties come 
three to a box—white, pink and violet. 


Set in 3-inch bowls that are covered with 


gold foil (and have bows to match the 
flowers). A wonderful thank-you gift for 
$3.65. Herbert Stanley Flowers & Gifts. 
Dept. TS. 239 State St.. Los Altos. Calif. 





TWIST THE “TIDY TUBE” and you end 


paste problems replacing caps, middle 
squeezes, waste, bathroom storage prob 
lems. Tidy Tube Paste Dispenser has 
drip-free design: gets out every drop of 
paste or cream. Only $2, ppd.: in pink, 
blue, green. white. ivory. vellow. Rob 


bie’s, Dept TS 143 Encinitas Ave... San 
Diego 14. Calif 





AQUA FOUNTAIN PEN is filled with water 
writes with ink! A true fountain pen, 


unconditionally guaranteed, it's simply 
submerged into ordinary tap water and 
is ready to write. Won't skip or miss. 
Gift boxed. Comes in black, maroon, 
gray, green, red barrel colors. Just $2.98 
or two for 85, ppd. Jay Norris Co.. De pt 
TS. 487 Broadway. New York 13, N. ¥ 
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ARE YoU READY 
TO MAKE 
MORE 
MONEY ? 


You may be tired of just barely getting 
along, perhaps borrowing a dollar or two 
“until payday,” tired of long hours at low 
pay. But are you ready to step into a top 
secretarial job? 

Look around your office. Compare the 
shorthand speed of the girls with the top 
jobs to your own and others like you. The 
answer is simple: all other things being 
equal, the 100-120 gals do all right 

Top secretarial jobs are with high-pres 
sure executives who think and speak rapid 
ly. When they are compelled to slow down, 
they lose the thread of thought and the 
spontaneity that can mean the success or 
failure of an important memo or letter. 
They simply can't afford not to have a top 
gal. That’s why all the best jobs are in the 
offices of rapid-fire, dynamic executives 
who head big departments; big business 


YOU CAN’T IMPROVE YOUR 
SHORTHAND WITH YOUR BOSS 

If your boss is less than perfect as a dicta 
tor (and who's tsn’'t) you'll be years pick 
ing up speed. If he dictates at a speed lower 
than you're now able to take, you'll find 
your speed ability dropping with every 
month...which you definitely can’t afford 
...unless you do something about it! 


YOU CAN KEEP YOUR PRESENT JOB 
AND SPEED UP YOUR SHORTHAND TOO 
If you could have a half-hour of dictation 
practice every night, from an ideal dicta- 
tor, in your own home...at speeds starting 
where you are now and gradually increas 
ing until you improved 30 words per min 
ute...would that be worth $3.98 to you”? 
Of course. It’s less than you'll make extra 
in your first day on that new job 


STEN-O-DISCS CAN HELP YOU GET 
WHAT YOU WANT 

Each disc contains perfect, controlled- 
speed dictation by Ralph Portner, the 
“Radio Voice of Champagne Music"’ Start 
at the speed you average now, and practice 
accuracy and clarity. When you're ready, 
go on to the next speed, increasing 10 or 
20 words per minute. Then do it again. With 
a half-hour’s practice each night, you can 
increase your shorthand speed 30 words 
per minute or more in a matter of weeks! 

Try Sten-O-Discs. When that big-money 
job opens up, you'll be ready. Why not 
mail the coupon now? 
ee a 
| GENO DISC per ss 

Fg 1439 N. Western, Hollywood 27, Calif. 
Please send the following Sten-0-Dises 
12” 33/3 RPM ALBUMS — $3.98 EACH 
General Business Dictation 





10, 80, 90 wom f} 80, 90, 100, 11 pn 
80, 90, 100 wpm } 90, 100, 110, 120 wom 
145 RPM RECORDS — $1.00 EACH 

Gen’! Bus. Medical Bus. / Legal 
60 wor 90 wpm ] 80 wom 
80 wpm ] 100 wpm 90 wpm 
90 wpm 100 wpm 
100 wpm Legal 120 wpm 
110 wpm 120 wpm 
120 wpr 130 wpm 


[] Send C.0.D. (Calif. residents add 4% sales tax) 
ADDRESS 


D 
CITY ZONE STATE 


| 

| 

| 

| 

| 

| 

| 

| 

| & 
: [jle yse cash, check or money order for $ 
| 

| 

| 

| 

L 
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AT LAST—A NEW—ORIGINAL—EMBLEM—FOR 
THE OFFICE GIRL, SECRETARY, 
TYPIST, BOOKKEEPER 





Inset shows young woman seated at desk, operating 
an office machine. Outer border, black enamelled, 
reads ‘FROM NINE TO FIVE.’’ Available as pin, 
harm and disk 


GOLD STERLING GOLD 14K 
ITEM PLAT? SILVER FILLED GOLD 
=SP1-Pin (Top $ 5 $4.00 $5.00 $14.95 


2.9 
=S$P2-Charm (Left) 3.95 5.50 7.50 18.95 
= SP3-Disc (Right 4.95 695 9.50 25.95 


All prices include postage, Gift Box and Fed Tox 
Please specify item & finish. Send Check or Money 
Order TODAY on Money Back Guarantee, to 


PERSONALIZED GIFTS CO. 
160 Fifth Ave., Dept. 15 TS 
New York 10, New York 





Mrs. Douglas J. Baldwin 
926 Apple Valley Road 
Rockland, Connecticut 





500 Ea? LABELS - 25° 





$00 gu dels pri 

ANY name and address, 25¢ per set! In tw 
plastic gi t box, 35¢ per set. 5 day servi 

DE LUXE GOLD. ‘STRIPE LABELS— 500 FOR 50¢ 
$s t ty paper wit ch-looking gol 

pri ANY t ame and address in black. Thought 
tul, personal gift, perfect for your own use Set of 500 
50¢. In two-tone plastic box, 60¢. 48-hour service 


4705 Drake Bidg 
Colorado Springs 12. Colo. 


Walter Drake 










FREE weppiwG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-421 
Chicago 42, Ill. 




















SOUND EDUCATION offers the 
alert student of shorthand 6 records 
plus a workbook for only $4.98. These 
new records include a review of brief 
forms, phrases, common words and 
letter vocabulary. Beginners may 
select letters from 50-100 wpm. Ad- 
vanced students may select letters 
from 70-120 wpm. 10 day money-back 
guarantee. $4.98 ppd. from Sound 
Education, Box 414, Port Huron, 
Michigan. 


SAVE TYPING TIME 
with FLICK A LINE 


Always Accurate 
Aiways Fast 


Inclined panel 83, x 14. 
Slotted base with pencil 
groove and book ledge. 
Buy it from your sta 
tioner. 


$7.95 Prepaid 
FREE FOLDER 





Franklin 
116'/2 N. 4th St., Louisville, Kentucky 




















WHISK AWAY ERRORS! 


Spinning at 4500 rpm, the 


“QWIK ELECTRA ERASER” 


Eliminates bal 1 point, ink, and typing mistakes with- 
out 


mudyingy One letter at a time can be quickly 
erased with its thin tip, without marring adjacent 
har acters The unique principle of the Qwik Electra 


permits smudge-free corrections to be made 
bon copies, without the use of slip 
in handsome bronze color, operates 
ight batteries, and is supplied with 
Send check or money order 





12 replace 
K & K SALES COMPANY 


1161 PASSMORE ST., PHILA. 11, PA. 











No need for you to be content with just 
another humdrum job. Hundreds of im 
portant, exciting careers—with pay s ales 
to match—are open to ambitious, intelli- 
gent women. Advertising. Commercial 
Art. Retail Merchandising. Secretarial. 
Letter Writing. Accounting and Book- 
keeping. And these are but a few. 

All it takes is training the kind you 
can get easily, in your spare time, at 
home. No interference with your present 
job, family or social life. You set your 
own pace, progress as rapidly as you like. 
You get personalized instruction 

Sound interesting? The world’s largest 
correspondence school will send you three 
valuable booklets to help you plan a re- 
warding, well-paid career. The booklets 
are FREE! No obligation. Just mail the 
coupon below. You'll receive: (1) 36- 
page “How to Succeed’ career puite 
(2) Career Catalog. (3) Sample I1.C 
lesson to demonstrate this famous Pot 


— 


INTERNATIONAL CORRESPONDENCE SCHOOLS 





Dean of Women Box 15096D Scranton 15, Pa. 


Please send me three books (1) “How to Succeed,” (2) sample !.C. S. 
lesson, (3) opportunity-catalog in subject checked below 


© HIGH SCHOOL (© Good English DC Professional Secretary 
0 Accounting Retail Merchandising © Short Story Writing 
OC Advertising Magazine & Book Iilus. () Sketching & Painting 


© Commercial Art Business Management Other 





Home Address 





City _ Zone 


OOOO 











Cardnar’ 


HEART ERASER 





USE YOUR—HEART! Apply this bright 
pink Cupid’s symbol to bond, tissue, air- 
mail and onionskin paper. Our Heart 
Eraser is soft enough for pencil and cat 
bon, firm enough to deal with ink and 
first-copy type. About 1%4 inches high, it 
comes at six for 50 cents or a dozen for 
$1. ppd. From Gardner Stamp Co., Dept 
TS. 1668. Washington St.. Wilkes-Barre, 
Pa 





THEY RE MAGNETIC! And you will be too 
when you dazzle your date with these 
glittering globes. Magnetic Earrings 
don’t pinch, don’t clamp... cling lightly 
to your ears with imbedded magnets. 
brushed dull gold on 
one side, shiny on the other: *4 inches 
around. At $1.10, ppd.: from Adriane. 
Inc.. Dept. 6-849, Finch Merchandise 
Mart, St. Paul 1, Minn 


Reversible. too 


> — 





“FROM NINE TO FIVE” is the quotation 
on this secretary's emblem pin. Inset 
shows that young lady herself working at 
her desk. Prices of #SP1 Pin ($2.95, 
gold plated; $4. sterling silver: $5, gold 
filled: $14.95. 14K gold) include postage, 
gift box and tax. Specify item and finish. 
Personalized Gifts Co., Dept. 13 ETS, 


160 Fifth Ave., New York 10, N. Y. 
TODAY'S SECRETARY 








(Key to quiz on page 8) 


Ac or ace? 


l. actuarv: 2. accumulate: 3. acrobat: 
1 accommodate: 5. acclimate: 6. acute: 
ecelerate: 8. accessory: 9. academic: 

10. across, 


Fit the Spelling to the Definition 
l. a. persecute, b. prosecute: 2. a. con- 
b. confirm: 3. a. color, b. collar: 4. 


track, b. tract: 5. a. personnel, b. personal. 


What's the Difference Between— 
] Incomplete is a true idjective and is 
leseriptive, while uncompleted is the past 


irticiple of a verb and therefore empha 


es action. A re port may he ine omplete be 


ause it Was uncompleted. 
4 refers to the 


Year ending present or a 


ture period: vear ended. to a past period. 


3. Secession means withdrawal. When 
ipitalized, it refers to the withdrawal of 
the eleven Southern states from the Federal 


Lnion in 1860-1861. 
“With the 


en returned to their 


Cessation means 
hostilities, the 


country.” 


a ceas 


cessation 


is that which sustains life, 
food. Subsistence 


livelihood. 


1. Sustenance 
s nourishment. refers to 


the means of 


Would You Say It This Way? 


1. unusually fine: 2. differently: 3. 
riendly: 4. very much disappointed: 5. at 
home: 6. off the stepladder; 7. 

retroactive to. 


very 


and me: 


Sometimes One, Sometimes Two 


l. anyone: 2. Anyway: 3. may be: 4. 
Anvhow (two-word form does not exist): 
>. Every day, every way: 6. any one. every 


somebody: 8. in 


aav: 7. Mayhe, 


now he re 


different, 
(two-word form does not exist - 


HUMAN 


before 





Continued from page 7 


come complete selflessness. 


For example, Viola can determine how 


ich of her day is spent upon outside 
clivities undertaken by her boss. She 
can alse estimate how much time he 


spends upon extra work. Then she can 
this 
to projects tor 


that 


divide into two parts: the time de- 


voted cood customers or 


contacts and spent on borderline 


Viola’s record would show whether 


Cases 


\lr. Burton’s time—and hers—was being 


ised where it would pay the most divi- 


le nds, 


She might also prepare a monthly 
schedule of her boss’ 
s. If 


certain. date, 


deadlines and proj- 


his sales reports are due on a 


for example, the schedule 


uuld remind him that he will be 


espe- 

cially busy the three or four « pre- 
eding each deadline. Such a timetable 
helped many men recognize the peak 
periods in their work: this deters them 


accepting extracurricular jobs at 


times. 
alleviate 


lodern office equipment can 


sad that remains. Viola might sug- 


hat a dictating machine would save 


} Of] 





BUSINESS 
SCHOOL 
DIRECTORY 














CALIFORNIA 





GRACE BALL 


SECRETARIAL COLLEGE 


=. San Francisco by the Golden Gate 
One -Ye ar Executive, i wal, Electronics 

Te nical and I ve Secretaria 

> Courses for collerve womert i h schoo 
ind private school graduate Free per- 

a oe ee gecen e ervice Residence 

For t the Executive Sec- 

retary, “S25 “Sutter St., San Francisco 


2. California. 








MEDICAL-SECRETARIAL D x 
A challenging opportunity \gg y 


SCHOOL FOR > 
MEDICAL SECRETARIES 


wn by San Francisco County Medical Society 
| Write: Claude S. Yates 

© ACBS A TEL | 1441 Van Ness Avenue 
: San Francisco 9, Calif. 


ei? 











THE ACADEMY OF BUSINESS 


San Jose San Mateo 
Rapid, modern training for fine office ane in 
California’s most rapidly growing are 
SECRETARIAL—TYPIST CLERK— ACCOUNTING 
IBM KEYPUNCH—COMPTOMETER—PBX- 
RECEPTIONIST—NCR BOOKKEEPING MACHINE 
NCR BANK PROOF MACHINES 
Write Dept. MA-61 for free information 
372 South First Street San Jose, California 














HAWAII 











RRIF: 2h ie 


HONOLULU 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 


Complete 
Day and Night School Curriculums 





accredited by the 
Accrediting Commission for 
Business Schools 


¥ 


1178 Fort Street @ Honolulu, Hawaii 


ILLINOIS 








CHICAGO COLLEGE OF COMMERCE 
A 27 East Monroe CEntral 6-3312 


ee, 


Approved by National Shorthand Reporters Ass'n 





Secretarial—Court Reporting 
Send for FREE Stenograph notes 














NEW YORK 





oaeCw?"™" 


MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 












BE AN ADMINISTRATIVE ASSISTANT 


Prepare for cretarial jobs with pr 


Two-year and me-vear courses Dist in 

guished faculty -— dua lize a gui dance 

Placement “x, WwW e the 
N/ paatt A "Director" 


420 Lexington Ave.. N.Y. 17, N.Y. MU 5-3418 
122 MapleAve., White Plains, N.Y.WH 8-6466 
22 Prospect St., E. Orange, N.J. OR 3-1246 


- Berkeley school - 











FRENCH, SPANISH, ENGLISH SHORTHAND 


You can learn shorthand in any one, or all of 
these languages, and get an interesting posi- 
tion at a high salary at home or abroad. Adap- 
tations of all systems also available 
Typing complete executive secre- 


tarial 
GENEVA SCHOOL OF BUSINESS, INC. 
N.Y.C. 


$U7-3234 2291 Broadway (82nd St.), 


foreign 
bookkeeping, 














NORTH CAROLINA 








TOWN 
CLASSES 


Secretarial College 
Superior Secretarial Training 
Director, Box 615, Chapel Hill, N. C 






Write: 














AIRLINE SCHOOL 





BE AN 


Romance! Travel! Adventure! Fun! 


Train in just four weeks for exciting 
flight and ground positions. Free place- 
es. Airtine- 

ained teachers. WRITE TODAY for 
FREE ee CATALOG. 


McCONNELL ARLENE SCHOOL 




















REAR ee 5 ati 


prea Nicollet Ave., Rm. A-51, Minneapolis, Minn. 
Nan mm» 496 
Addr ess Te No 

City State 








time. Mr. 


worthwhile to get 


Burton might even find it 


a second machine for 


home use. A photocopying machine would 


save time and effort in making copies of 


An extra tele- 


switchboard 


material for other people. 


phone would relieve con. 


vestion in handling ealls from his friends. 

Viola herself 
to ask for part-time help, to request ap- 
proval for overtime work and 
query Mr. Burton 


ant. Any of 


has three alternatives: 


pay or to 


about hiring an assist 


these three questions will 


bring home this point—donated services 


actually cost the volunteer money as well 
as time. Mr. Burton may prefer to cur- 
work than to de- 


partmental overhead or have to “sel” 


tail extra rather add 


activities 


management on the idea that his outside 


justify additional payroll ex- 


pense. 


illingness to serve others is laud- 


able, 


fact that their first responsibility is to 


but people sometimes overlook the 
themselves—their health and progress 


and to their companies. The amount of 


time expended on extracurricular fune- 
iob 
an ofh- 


company 


tions could better be devoted to the 


\ ( lub can 


cer, chairman or speaker: the 


at hand. always get 


cannot easily replace an executive with 
another 


skill, 


of comparable experience an 


ahead if 


nor can a man get 
continually overextends his tin and 
energy on secondary matters. 











Save Other Secretaries Et Al... 

\ roundup of “things that ought to be 
invented,” catalogued by the Department 
of Economics at MeGraw-Hill, disclosed 
some rather amusing and clever sugges- 
tions. Just like those of you who send in 
Other 


company employees searched their stock 


material to “Save Secretaries.” 
of ideas for some inventions to make life 
easier. Ideas proposed were not geared 
specifically for ofice work improvement 
but were also for personal comfort and 
convenience. 

A number of items illuminated some 
remarkable traits of human nature—for 
example, women do not like housework 
in any form, men hate fallen leaves and 
vrass that won't grow sideways and wom- 
en have far too many pairs of shoes to 
please their husbands. The latter opinion 
apparently was formed by an irate hus- 

who wishes that women’s shoes be 
d so that one pair, with changeable 
outfits. 
ved love to take a peek at his wife's 


>, would match almost all 
shoe wardrobe! 

Some suggestions that might aid to- 
day's secretary are a device on a type- 
writer to underscore words as they are 
typed, third line of symbol keys on type- 
writer for prepositions and conjunctions, 
permanent typewriter ribbons, machine 
to print a spoken word instantly. self- 
filling, reloading pencil with firm black 
line and a chemical ink eradicator on the 
end of a ball-point pen. 

Other particularly ingenious sugges- 
: an automatic bed maker, a machine 


to turn 


lattresses, driver control button 


for locking 


safety, gadget to preheat steering wheel 


ill ear doors for children’s 


in winter, home dry cleaner unit that also 


presses clothes, lightweight raincoat that 


56 





inside. throw-away 


does not cet 


moist 
shirts. snap fasteners on skirt waistbands 
(to snap over coat hangers) and adhesive 
for buttons—no more sewing on. 


Some want with 


changeable frames to match clothes and 


people eveglasses 
sleeping pills to produce pleasant dreams, 
while others yearn for a fountain tooth- 
built 
for baldness and 
plastic milk bottles that they can throw 
away. 
clock 


current interruption or the practical small 


brush 


with cleansing agent into 


handle. a sure cure 
And we cant forget the electri 


that will run twelve hours after 
vacuum cleaner for drawers! 

Additional electronic miracles, house 
items and such include: a household push 
button for immediate weather report and 
forecast, alarm clock with two sets of 
alarms for two people, self-closing win- 
dows for when it rains, a device to fold 
and sort clothes after they've been auto- 
matically washed and dried, a car that 
drives itself in speed lane while driver 
watches TV, electronic skirt hemmer that 
marks length, turns up hem and stitches it 
and a vacuum cleaner and pulverizer for 
fallen leaves. 

The ingenuity seems endless and, as a 
result of it, we may someday have a mech- 
anism to carry groceries, packages, ete.. 
upstairs: nontarnishing copper, brass and 
silver: nongrowing grass: a six-month last- 
ing floor wax that really does: paint to 
soundproof walls and ceilings and an 
odorless chemical to dissolve garbage so 
it will go down the drain. 

And, to complete our examples, we 


both 


sides of windows at once, waterproof mir- 


must mention the device to wash 
ror so men can shave in the shower, left- 
handed can opener, instant shoe polish, 
transitorized golf balls that can’t get lost 
(Geiger-counter principle). 





These proposed products may be seen 
in invented form within a vear or so—a- 
leaks out to 


imaginative re 


their desirability 


Such 


soon as 
manufacturers. 
sponses certainly squeleh the notion that 
the consumer is merely passive. reacting 
one way or another to what is provided 
for him but playing. or wanting to play. 


little or no part in the creative process. 


Flying High... 


is Bernice Johnson. “first lady™ of avia- 


tion who recently observed her 35th 
anniversary with United Air Lines. Secre- 
tarv and girl Friday to Warren Burke. 


United's community affairs manager in 
San Francisco. Miss Johnson is first in 
seniority among women currently em- 
ploved in the entire air transport  busi- 
ness. She joined the fledgling Pacific Air 


Transport Company in 1926. Four years 





later, this company merged with three air- 
lines to form United. “In those days,” re- 
calls the veteran secretary. “our entire 
staff. including the vice-president, was ex- 
pected to double at various jobs, from 
ticket seller to janitor. 

During her continuous service, Miss 
watched the airline 
from 300 employees to the present 23,000. 


Johnson has grow 
She has seen a steady succession of im- 
proved airplanes, from the single-engine 
open-cockpit biplane, to the sleek. 600 
m.p.h. DC-8 jetliner. “I had my first air- 
plane ride in 1926 in an open cockpit bi- 
plane.” she proudly relates. “I was sitting 
in the single seat in front of the pilot. 
wearing a fur-lined flight suit, helmet and 
still 


through cracks in the floorboard and see- 


goggles. | can remember looking 


ing the city of San Francisco fly by. 
Frankly, I was nervous. but the experience 
proved thrilling and enjoyable.” 

In honor to her loyalty and service, air- 
line officials and friends toasted the seec- 
retary at a special luncheon. She told 
guests, “There is talk of a 2.000 mile-an- 
hour supersonic transport within the next 
few years. If the past is any indication. 
there will be one”—and guess who will be 
among the _ first Topay’s 
SECRETARY toasts Miss Johnson too. 


passengers! 


TODAYS SECRETARY 





This Model 5400 is no bigger than a 
typewriter. But it stamps envelopes, in 
denominations from '2¢ up to $9.99¥2, 
then seals and stacks them. And gives 
you room to grow! If you start sending 
out lots of letters or occasional mailings, 
you can get a separate, fully automatic 
envelope feeder that attaches to the 5400 
— gives you speed when you need it! 

The 5400 also provides postage for 
parcel post on special gummed tape. 
With every meter stamp, it can print 
your own postmark ad, if you want one. 
The meter is set by the postoffice for as 
much postage as you want to buy. It 
protects postage from loss or damage. 


POSTAGE METERS 


Made hy the leading manufacturer of mailing machines 


D Pitney-Bowes 


In Canada: Pitney-Bowes of Canada. Ltd... Dept 





102, 909 Yonge Street. Toranto 


And accounts for postage on registers 
that show postage used and on hand. 

The 5400 handles envelopes as large 
as 9 by 12 inches. It’s easy to use. 
Postage denominations wanted are 
set by finger tip levers. The meter is 
light, easily removable. Change stamp 
dates by turning a dial. Liberal water 
supply for sealing a lot of envelopes or 
moistening tape. 

Call any Pitney-Bowes office for a 
demonstration in your own office. Or 
send coupon for free literature. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 








Here the Model 5400 postage meter 
machine is shown with the envelope 
feeder attached — stamps, seals and 
stacks up to 65 letters a minute. 





Name 


PITNEY-Bowes, INC. 
7802 Pacific St., Stamford, Conn. 
Send free [ booklet F Postal Rate Chart to: 





149 offices in U. 8. and Canada. 
Address 





the compact office electric by Smith-Corona: $225 


For the easiest typing you've ever enjoyed./The new American-made Compact 200 is an office electric 
priced at a sensible $225. / It gives you the light, easy touch of electric typing in half the space. 
And its features are full-sized. The carriage is 12 inches wide. The keyboard is the same size as a 
standard electric. Carriage return is automatic. It has everything you need to make tough typing a soft 
touch. / Like to try it? Just call your Smith-Corona Marchant representative, today. 


AF SMITH-COROGNA MARCHANT 





